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RULE  I- -CLASSIFICATION  AND  PAY 


POSITION  CLASSIFICATION 


1-05  DEFINITIONS:  Wherever  used  in  these  Rules,  "Director"  shall  mean 

the  Director  of  Personnel;  and  "Department",  shall  mean  the  Depart- 
ment of  Personnel. 

1-10  CLASSIFICATION  PLAN:  The  Director  shall  maintain,  and  revise 
when  necessary,  a uniform  position  classification  plan  for  positions 
under  the  Personnel  Code  based  on  the  similarity  of  duties  and 
responsibilities  assigned  so  that  the  same  schedule  of  pay  may  be 
equitably  applied  to  all  positions  in  the  same  class,  under  the  same 
or  substantially  the  same  employment  conditions.  However,  the  pay 
of  an  employee  whose  position  is  reduced  in  rank  or  grade  by  realloca- 
tion because  of  a loss  of  duties  or  responsibilities  after  his  appointment 
to  such  position  shall  not  be  required  to  be  lowered  for  a period  of 
one  year  after  the  position  reallocation. 

1-20  ALLOCATION:  It  is  the  responsibility  of  each  agency  head  to  report 

to  the  Director  any  significant  changes  in  the  duties  of  every  position 
within  the  agency.  At  the  request  of  an  agency,  or  at  the  discretion 
of  the  Director,  a survey,  audit,  or  such  other  investigation  as  may 
be  deemed  necessary  by  the  Director  shall  be  made  to  determine  the 
proper  allocation  of  any  position  to  a class.  Upon  written  request  of 
an  employee,  such  investigation  as  may  be  deemed  necessary  by  the 
Director  shall  be  made  to  determine  the  proper  allocation  of  the 
employee's  position.  After  making  such  survey,  audit,  or  other 
investigation,  the  Department  of  Personnel  shall  notify  the  agency  in 
which  such  position  is  located  of  its  decision  as  to  the  proper  allocation 
of  the  position  in  question.  It  shall  be  the  responsibility  of  the  head  of 
the  agency  in  which  the  position  is  located  to  notify  the  incumbent  in 
said  position  of  the  decision  of  the  Department  of  Personnel. 

1-30  RE  CONS  IDE  FAT  ION : Within  30  days  after  receiving  notice  of  such 

decision,  the  incumbent  in  such  position  may  make  a request  in  writing 
of  the  Director  for  a reconsideration  of  the  decision.  Thereafter,  the 
Director  shall  reinvestigate  the  duties  and  responsibilities  of  such 
position  and  related  positions,  if  necessary,  and  the  affected  employee 
shall  be  given  a reasonable  opportunity  to  be  heard. 

After  such  investigation,  the  Director  shall  render  a decision  in  writing 
and  it  shall  be  served  on  the  employee  in  person  or  by  certified  mail, 
return  receipt  requested,  at  the  last  address  shown  in  the  personnel 
file.  The  effective  date  of  the  Director's  reconsidered  decision  shall 
be  the  date  such  request  for  reconsideration  was  received  by  the  Director. 
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An  employee  wishing  to  appeal  the  Director's  reconsidered  decision 
shall  serve  upon  the  Civil  Service  Commission  notice  of  appeal  of  said 
reconsidered  decision  in  writing  within  15  days  after  receipt  of  notice 
of  the  reconsidered  decision.  A copy  of  the  notice  of  appeal,  shall  also 
be  served  upon  the  Director. 

1-41  ASSIGNMENTS  TO  OTHER  CLASSES:  An  employee  whose  position. 

has  been  allocated  to  a class  having  a higher,  lower  or  same  maximum 
permissible  salary  or  rate  may  remain  in  the  position,  provided 
however,  that  the  Director  shall  determine  in  the  case  of  allocation  to 
a class  having  a higher  maximum  salary  or  rate  whether,  considering 
the  nature  of  such  change  in  duties,  such  employee  is  qualified  for  the 
position. 

This  rule  shall  not  be  applicable  to  individuals  whose  positions  have 
been  allocated  to  a class  which  falls  within  the  scope  of  Term  Appoint- 
ments. (Amended  March  31,  1980) 

1-50  REVISED  CLASS  REQUIREMENTS:  When  requirements  for  a.  class 

are  revised  and  the  duties  and  responsibilities  of  positions  comprising 
the  class  remain  essentially  unchanged,  incumbents  in  these  positions 
who  qualified  under  the  previous  requirements  for  the  class  will  be 
considered  qualified. 

PAY  PLAN 

1-60  ESTABLISHMENT  OF  PLAN:  The  Director  shall  prepare  and  maintain 

a pay  plan  for  all  employees  subject  to  Jur isdiction  A of  the  Personnel 
Code  in  accordance  with,  the  applicable  provisions  of  the  Code. 

1-70  PROVISIONS  OF  THE  PAY  PLAN:  The  Pay  Plan  shall  provide  for 

uniform  and  equitable  starting  rates  of  pay,  the  time  and  manner  in 
which  subsequent  changes  of  salary  may  be  ma.de,  the  rate  each 
employee  is  to  be  paid,  and  for  rates  that  are  fair  and  reasonable 
compensation  for  the  type  of  employment  and  services  rendered.  The 
Pay  Plan  may  also  include  other  provisions  not  inconsistent  with  law 
to  assist  in  the  administration  of  good  personnel  practices  for  the  State 
of  Illinois. 

1-80  APPROVAL  OF  PAY  PLAN:  The  Pay  Pla.n  and  amendments  thereto 

shall  be  prepared  by  the  Director  after  consultation  with  operating 
agency  heads.  After  preparing  the  Pay  Plan  or  any  amendments,  the 
Director  shall  submit  it  to  the  Governor.  The  Pay  Plan,  or  amend- 
ments thereto,  shall  become  effective  only  after  approval  by  Governor 
and  filing  with  the  Secretary  of  State. 
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RULE  II--MERIT  AND  FITNESS 


APPLICATION  AND  EXAMINATION 


2-10  EXAM1NAT IONS : The  Director  shall  conduct  open  competitive  and 

promotional  examinations  to  determine  the  relative  fitness  of  applicants. 
Examinations  may  include  an  evaluation  of  such  factors  as  education, 
experience,  training,  capacity,  knowledge,  manual  dexterity,  character, 
and  physical  fitness.  Tests  shall  be  job  related  and  may  be  written, 
oral,  physical  demonstration  of  skill,  an  evaluation  of  physical  or 
manual  fitness,  or  an  evaluation  of  training  and  experience.  Examina- 
tions shall  consist  of  one  or  more  tests  in  any  combination.  Where 
minimum  or  maximum  requirements  are  established  for  any  examina- 
tion they  shall  be  specified  in  the  examination  announcement. 

Applicants  shall  not  be  questioned  with  respect  to  non-merit  matters 
except  as  is  necessary  to  meet  the  requirements  of  law  or  State  policy. 

In  lieu  of  announcing  or  conducting  examinations,  the  Director  may 
accept  the  results  of  competitive  examinations  conducted  by  any 
established  merit  system  subject  to  the  Director's  determination  that 
such  examinations  are  comparable  in  difficulty  and  comprehensiveness 
to  those  conducted  by  the  Department  of  Personnel  for  similar  positions. 
(Amended  September  1,  1978) 

2-20  TIME,  PLACE.  CONDUCT,  CANCELLATION,  POSTPONEMENT  AND 
SUSPENSION  OF  EXAMINATIONS:  Examinations  shall  be  conducted 
by  the  Director  or  the  Director's  designee  at  such  times  and  places 
deemed  to  be  practical,  convenient  and  in  the  best  interests  of  the  State 
service.  The  Director  may  upon  timely  notice  cancel  or  postpone  any 
examination  when  there  is  an  insufficient  number  of  qualified  candidates. 
The  Director  may  discontinue  offering  any  examination  in  the  State 
when  there  is  a sufficient  number  of  eligibles  on  the  eligible  list  to  meet 
the  needs  of  the  State  service. 

2-30  VETERANS  PREFERENCE;  Qualified  persons  who  have  passed  an 

examination,  and  who  have  been  members  of  the  armed  forces  of  the 
United  States  in  times  of  hostilities  with  a foreign  country  (as  set 
forth  in  Section  8b7  of  the  Personnel  Code)  or  while  citizens  of  the  United 
States  were  members  of  the  armed  forces  of  allies  of  the  United  States 
in  time  of  hostilities  with  a foreign  country,  shall  be  granted  preference 
in  entrance  examinations  as  follows: 

Five  points  shall  be  added  to  the  entrance  examination 

grade  for  such  non-disabled  veteran  eligibles. 
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Ten  points  shall  be  added  to  the  entrance  examination 
grade  for  such  veteran  eligibles  currently  receiving 
compensation  from  the  United  States  Veterans 
Administration  or  from  such  allied  country  for  war 
service -c onnected  disabilities. 

If  category  ratings  are  used,  the  veteran  eligibles  in 
each  category  shall  be  preferred  for  appointment  before 
the  non-veteran  eligibles  in  the  same  category.  (Amended 
March  1,  1980) 

2-40  ANNOUNCEMENT  OF  EXAMINATION:  Public  announcement  of  an  open 

competitive  examination  shall  be  made  at  least  2 weeks  prior  to  the 
date  the  examination  is  to  be  conducted  except  as  otherwise  provided 
for  in  Rule  2-10.  Announcements  shall  be  posted  on  a conspicuous 
bulletin  board  in  each  office  of  the  Department  of  Personnel.  Announce- 
ments may  also  be  circulated  through  the  press,  radio,  television,  and 
other  forms  of  public  communication.  Announcements  shall  specify  the 
date  and  manner  in  which  an  application  for  examination  shall  be  made. 
Announcements  of  promotional  examinations  shall  be  distributed  to  all 
agencies  subject  to  the  Personnel  Code  and  made  available  to  employees 
upon  request.  (Amended  September  1,  1978) 

2-52  NOTICE  TO  ELIGIBLES:  In  the  event  a change  in  the  classification 

or  testing  standards  or  other  change  requires  the  elimination  of  an 
eligible  list  for  a class,  or  of  certain  previously  qualified  eligibles 
from  such  a list,  the  Director  shall  notify  each  person  thus  losing 
eligibility  of  such  new  or  revised  requirements  as  soon  as  practicable, 
and  when  the  revised  examination  is  repeated,  shall  again  notify  each 
person  in  order  that  each  may  be  given  an  opportunity  to  reestablish 
eligibility. 

2-55  GRADING  EXAMINATIONS:  The  Director  shall  establish  passing  grades 

for  examinations.  Final  grading  of  tests  and  examinations  shall  be 
completed  as  quickly  as  is  reasonably  practicable. 

2-60  RETAKING  OR  REGRADING  EXAMINATIONS:  The  retaking  or  regrading 

of  examinations  will  be  permitted  only  in  accordance  with  the  following 
pr  ovis  ions : 

(a)  Retaking  examinations 

( 1 ) No  applicant  shall  be  permitted  to  retake  a test 
or  tests  included  within  an  examination  until  30 
days  have  elapsed.  This  limitation  may,  hov/ever, 
be  waived  when  in  the  judgment  of  the  Director  the 
best  interests  of  the  State  require  such  waiver. 
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(2)  No  applicant  may  be  permitted  to  retake  a test 
included  within  an  examination  more  than  12 
months  after  the  original  date  of  examination. 

(3)  For  purposes  of  ranking  on  eligible  lists,  the 
grades  of  applicants  who  retake  a test  or  tests 
included  within  an  examination  shall  be  computed 
by  using  the  latest  passing  scores  attained  by 
such  applicants. 

(b)  Regrading  examinations  -- 

(1)  At  the  request  of  an  applicant  who  has  completed 
an  open  competitive  examination,  the  Director 
may  regrade  the  examination  taken  by  that  applicant 
for  placement  on  the  eligible  list  for  another  class 
when  the  qualifications  and  examination  standards 
for  the  new  class  are  similar  to  those  of  the  class 
for  which  tested. 

(2)  When  a candidate  makes  an  application  for  subse- 
quent examination  for  the  same  or  a different  title 
having  one  or  more  identical  tests  which  has  been 
taken  within  the  preceding  12  months,  the  Director 
may  utilize  the  test  or  tests  previously  taken  in 
lieu  or  requiring  the  candidate  to  repeat  the 
applicable  test  or  tests  included  within  the  examination. 

2-70  APPLICATION  AND  ELIGIBILITY:  Admission  to  competitive  exami- 
nations shall  be  granted  only  to  applicants  who  meet  such  requirements 
as  have  been  established  by  the  Department  for  admission  to  the 
examination. 

When  results  of  examinations  conducted  by  merit  systems  other  than 
under  the  Personnel  Code  are  utilized  pursuant  to  Rule  2-10,  the 
requirements  of  this  section  on  application  and  eligibility  shall  be 
ruled  as  having  been  met. 

APPOINTMENT  AND  SELECTION 

2-80  ELIGIBLE  LISTS:  The  Department  shall  establish  and  maintain  lists 

of  qualified  applicants  resulting  from  open  competitive  and  promotional 
examinations.  Such  lists  shall  be  in  the  order  of  the  relative  excellence 
of  the  qualified  applicants  whether  by  numerical  grade  or  in  category 
groupings. 
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The  Director  may  limit  eligible  lists  to  positions  in  one  or  more 
organizational  units  or  in  one  or  more  agencies  or  to  certain  areas 
or  locations. 

The  length  of  time  an  eligible  is  to  be  in  existence  or  the  length  of 
time  a name  may  remain  on  the  list  shall  be  specified  in  the  exam- 
ination announcement.  (Amended  September  1,  1978) 

2-90  APPOINTMEN  TS;  The  filling  of  vacant  positions  subject  to 

Jurisdiction  B of  the  Personnel  Code  may  be  made  in  any  of  the 
following  ways  at  the  discretion  of  the  agency.  No  position  may  be 
filled  by  any  of  these  means  when  there  is  an  available  person  on  a 
reemployment  list  for  that  title  in  the  agency  and  for  the  county, 
location  or  area  in  which  the  position  is  established. 

(a)  By  appointment  from  the  appropriate  open  competitive 
list; 

(b)  By  promotion  of  a certified  employee  or  a probationary 
employee  who  has  been  certified  during  the  current 
period  of  continuous  service  from  the  applicable 
promotional  list  after  giving  appropriate  consideration 
to  employee  qualifications,  performance,  seniority, 
and  conduct; 

(c)  By  reinstatement  of  a former  certified  employee; 

(d)  By  intra-agency  or  inter-agency  transfer; 

(e)  By  demoting  an  employee  after  having  filed  charges; 
or 

(f)  By  accepting  an  employee's  request  for  a voluntary 
reduction. 

(Amended  September  1,  1978) 

2-100  GEOGRAPHIC  PREFERENCE:  Applicants  for  employment  shall 

specify  one  or  more  of  the  locations  or  areas  in  which  they  will  accept 
employment  from  those  choices  made  available  at  the  time  of  the 
examination  or  which  may  be  made  available  at  a later  date. 

2-110  APPOINTMENT  FROM  ELIGIBLE  LIST:  When  an  appointment  to  a 

position  is  made  from  an  eligible  list  resulting  from  an  open  compet- 
itive or  promotional  examination,  such  appointment  shall  be  made  of 
the  person  standing  among  those  who  are  available  within  the  3 highest 
grades,  if  such  list  is  in  order  of  examination  grade,  or  from  the 


-6- 


highest  ranking  group,  if  such  list  is  in  category  groupings,  except 
as  provided  for  under  Rule  2-160.  (Amended  September  1,  1978) 

2-120  RESPONSIBILITIES  OF  ELIGIBLES:  It  shall  be  the  responsibility  of 
each  eligible  to  inform  the  Department  in  writing  of  any  changes  in 
address  or  availability  for  employment. 

2-130  REMOVAL  OF  NAMES  FROM  ELIGIBLE  LISTS: 

A.  The  Director  shall  remove  names  from  an  eligible  list  for  any 

of  the  following  reasons: 

(1)  Appointment  of  an  eligible  from  the  eligible  list; 

(2)  Death  of  an  eligible; 

(3)  Notice  by  postal  authorities  that  they  are  unable  to  locate 
the  eligible  at  his  last  known  address; 

(4)  Attempt  by  an  eligible  to  practice  any  deception  or  fraud 
in  connection  with  an  examination; 

(5)  Information  that  the  eligible  lacks  any  of  the  qualifications 
required  for  the  class  for  which  he  was  erroneously  declared 
eligible; 

(6)  Request  of  an  eligible  to  remove  name. 

B.  The  Director  may  remove  names  from  an  eligible  list  for  any 

of  the  following  reasons.  Eligibles  shall  be  notified  of  such 

removal. 

(1)  Failure  of  an  eligible,  upon  referral,  to  reply  or  to  report 
for  interview; 

(2)  After  accepting  employment,  failure  without  good  cause  to 
report  to  work  within  the  time  prescribed  by  the  employing 
agency  or  the  Department  of  Personnel; 

(3)  Failure  of  an  eligible,  upon  request,  to  furnish  written 
evidence  of  availability  for  employment, 

(4)  Specifying  conditions  of  employment  by  an  eligible  which  are 
not  associated  with  the  class  for  which  eligible; 

(5)  Refusal  of  an  eligible  to  accept  2 separate  offers  of  employ- 
ment; 
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(6)  After  an  eligible  has  been  passed  over  3 times  after 
referral  to  the  same  agency  for  the  appointment  of  an 
eligible  lower  on  the  eligible  list,  and  the  agency 
concerned  requests  removal  of  the  eligible  from  the  list; 

(7)  Poor  work  history  of  eligible; 

(8)  Former  experience  and  history  of  eligible  not  compatible 
with  duties  and  responsibilities  of  the  class; 

(9)  Physical  inability  of  eligible  to  perform  the  duties  and 
responsibilities  of  the  class; 

(10)  At  the  request  of  an  agency  for  good  and  sufficient  cause; 

(11)  After  eligible  accepts  promotion; 

(12)  When  a change  in  either  classification  or  testing  standards 
or  other  change  requires  such  action; 

(13)  Conviction  of  an  eligible  of  a felony; 

(14)  Addiction  of  an  eligible  to  narcotics  or  to  alcohol. 

2-140  REPLACEMENT  OF  NAMES  ON  ELIGIBLE  LIST:  The  Director  may 

restore  a name  to  the  same  eligible  list  when  such  action  is  in  the  best 
interest  of  the  State. 

Names  of  veterans  returning  from  active  military  service  of  not  more 
than  4 years  shall  be  restored  to  an  eligible  list  for  the  same  class  if 
the  request  is  made  by  the  veteran  within  90  days  after  discharge  or 
from  hospitalization  continuing  after  discharge  for  not  more  than  one 
year.  The  eligible  must  provide  evidence  of  satisfactory  completion 
of  training  and  service  when  making  the  request  and  be  qualified  to 
perform  the  current  duties  of  the  class. 

Names  of  employees  who  are  laid  off  during  their  probationary  period 
shall  be  returned  to  the  eligible  list  for  the  class  in  which  the  layoff 
occurred. 

Names  so  restored  shall  be  at  the  grade  in  effect  when  the  removal 
from  the  list  was  made  and  may  not  remain  on  the  list  after  that  period 
of  time  which  is  equal  to  the  unexpired  time  remaining  of  the  original 
eligibility. 

2-150  APPOINTMENT  AND  STATUS:  The  following  types  of  appointment 

may  be  made  by  the  Director: 
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a. 


Exempt:  For  persons  in  positions  not  subject  to 

Jurisdiction  B.  If  an  exempt  employee's  position 
becomes  subject  to  Jurisdiction  B by  reason  of 
extension  of  Jurisdiction  B,  pursuant  to  Section  4b 
of  the  Personnel  Code,  such  employee  shall  establish 
eligibility  for  such  position  by  passing  satisfactorily 
a qualifying  examination  prescribed  by  the  Director 
within  6 months  after  the  extension  of  Jurisdiction  B 
to  such  position.  In  all  other  cases,  if  an  exempt 
employee's  position  becomes  subject  to  Jurisdiction 
B,  such  employee  shall  establish  eligibility  for  such 
position  within  6 months  by  successfully  competing  in 
the  open  competitive  examination  and  receiving  a 
probationary  appointment  according  to  applicable  rules. 

b.  Emergency:  For  persons  selected  by  agencies  to  meet 

emergency  situations.  Such  appointments  shall  not 
exceed  60  days,  shall  not  be  renewed  and  may  be  made 
without  regard  to  an  eligible  list.  Notices  of  selections 
and  terminations  shall  be  reported  immediately  to  the 
Director. 

c.  Temporary:  For  persons  in  positions  to  perform 

temporary  or  seasonal  work.  No  position  shall  be  filled 
by  temporary  appointment  for  more  than  6 months  out  of 
any  12-month  period. 

d.  Provisional:  For  persons  in  positions  for  which  there 

are  fewer  than  3 available  eligibles  on  the  open  compet- 
itive eligible  list.  No  positions  shall  be  filled  by 
provisional  appointment  for  more  than  6 months  out  of 
any  12-month  period.  If  a provisional  employee's 
position  is  allocated  to  a class  for  which  there  are  avail- 
able eligibles,  eligibility  for  such  position  shall  be 
established  within  90  days  through  successfully  competing 
in  the  open  competitive  examination  and  receiving  a 
probationary  appointment  according  to  the  applicable 
rules  herein. 

e.  Probationary:  For  persons  appointed  from  an  eligible 

list,  for  persons  receiving  a promotion  and  for  persons 
being  reinstated.  If  a probationary  employee's  position 
is  declared  exempt  from  Jurisdiction  B,  the  balance  of 
the  probationary  period  shall  be  served  after  which 
certified  status  shall  be  attained. 
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f.  C ertified:  For  persons  having  successfully  completed 

the  required  probationary  period.  If  a certified 
employee's  position  is  declared  exempt  from  Jurisdiction 
B,  certified  status  shall  be  retained  in  that  position. 

g.  T rainee:  For  persons  in  positions  pursuant  to  established 

trainee  and  apprenticeship  programs. 

h.  Term:  For  persons  appointed  for  a four  year  term  from 

eligible  lists  or  pursuant  to  Section  4d(5)  of  the  Personnel 
Code.  At  the  expiration  of  four  years,  the  appointment 
automatically  terminates  unless  renewed  by  the  Director 
or  Chairman  of  the  employing  department,  commission 
or  board.  During  the  term  of  appointment,  these  persons 
shall  be  subject  to  Jurisdictions  A,  B,  and  C of  the 
Personnel  Code.  (Amended  March  31,  1980) 

2-160  EXTENSION  OF  JURISDICTION  B:  Employees  in  positions  to  which 

Jurisdiction  B is  extended  pursuant  to  Section  4b  of  the  Personnel 
Code,  and  employees  appointed  pursuant  to  the  provisions  of  Section 
17a  of  the  Personnel  Code  shall  be  continued  in  such  positions  and  shall 
attain  certified  status  therein  provided  they  pass  a qualifying  examina- 
tion prescribed  by  the  Director  within  6 months  after  such  jurisdiction 
is  extended,  or,  in  the  case  of  employees  appointed  pursuant  to  Section 
17a,  within  6 months  after  their  appointments,  and  provided  they 
satisfactorily  complete  their  respective  probationary  period. 

Appropriate  standards  for  probationary  appointments  shall  be  prepared 
by  the  Director  and  appointments  of  such  employees  shall  be  without 
regard  to  eligible  lists  and  without  regard  to  the  provisions  of  the 
Personnel  Code  and  these  Rules  requiring  the  appointment  of  the  person 
standing  among  the  3 highest  on  the  appropriate  eligible  list  to  fill  a 
vacancy  or  from  the  highest  category  ranking  group  if  the  list  is  by 
rankings  instead  of  numerical  ratings.  Nothing  herein  shall  preclude 
the  reclassification  or  reallocation  as  provided  by  these  Rules  of  any 
position  held  by  any  such  incumbent. 

TRAINEES 


2-170  PROGRAMS:  The  Director  may  establish  trainee  or  apprenticeship 

programs  for  new  and/or  incumbent  employees  in  accordance  with  the 
Position  Classification  Plan  or  at  the  request  of  an  operating  agency. 

No  trainee  position  under  this  Rule  shall  be  established  in  any  class 
other  than  a trainee  class.  A trainee  or  apprenticeship  program  shall 
prescribe  the  purpose,  duration  and  method  of  selection  and  shall 
include  curriculum  information  and  employee  benefits  in  a form  and 
manner  required  by  the  Director.  A trainee  or  apprenticeship  program 
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may  be  established  for  one  or  more  of  the  following  purposes  and 
shall  be  for  a duration  not  to  exceed  the  limits  stated  in  the  class 
specifications  therefor. 

a.  To  develop,  through  an  established  program  of 
supervised  training  and  experience,  qualified 
employees  for  positions  which  are,  in  the  judgment 
of  the  Director,  difficult  to  fill  with  qualified 
employees ; 

b.  To  cooperate  with  recognized  educational  institutions 
and  organizations  by  making  available  opportunities 
for  supervised  training  and  work  experience  required 
for  satisfactory  completion  of  such  cooperative  or 
affiliate  training  programs; 

c.  To  provide  specialized  orientation  and  training 
necessary  for  satisfactory  performance  of  jobs  in 
technical  or  professional  fields; 

d.  To  attract  and  interest  better  qualified  employees  to 
State  service  by  selecting  outstanding  persons  and 
giving  them  supervised  work  experience  during  their 
period  of  academic  training. 

e.  To  provide  training  or  developmental  v/ork  experience 
for  the  socially,  culturally,  economically  or  physically 
disadvantaged  which  would  assist  them  in  acquiring  or 
augmenting  employment  skills  and/or  provide  employ- 
ment opportunities  of  limited  duration. 

2-175  APPOINTMEN TS:  Appointment  to  a trainee  position  shall  be  made 
pursuant  to  a trainee  or  apprenticeship  program  established  and 
approved  in  accordance  with  Rule  2-170. 

2-180  LIMITATIONS  ON  TRAINEE  APPOINTMENTS:  Trainees  appointed 

to  a position  in  a trainee  class  in  accordance  with  the  Rules  of  the 
Department  concerning  Examinations  and  Eligible  Lists  may  be 
promoted  after  passing  an  appropriate  examination  for  the  title  for 
which  they  are  training. 

Trainees  not  selected  by  open  competitive  examination  shall  obtain 
probationary  appointments  in  the  titles  for  which  they  are  training 
only  after  they  have  passed  appropriate  open  competitive  examinations 
and  their  names  have  been  reached  on  the  resulting  eligible  lists. 


Trainees  appointed  in  such  status  as  the  result  of  an  open  competitive 
examination  and  whose  positions  are  allocated  may  be  placed  in 
probationary  status  in  the  class  to  which  said  position  is  allocated. 

Trainees  appointed  without  open  competitive  examination  and  whose 
positions  are  allocated  may  be  placed  in  probationary  status  in  the 
class  to  which  said  position  is  allocated  upon  successful  completion 
of  an  appropriate  open  competitive  examination,  and  their  names 
shall  have  been  reached  on  the  resulting  eligible  lists. 

CONTINUOUS  SERVICE 


2-190  DEFINITION;  Continuous  service  is  the  uninterrupted  period  of  service 
from  the  date  of  original  appointment  to  State  service  except  as 
provided  for  in  Rule  2-250. 

Employees  who  have  accrued  continuous  service  in  another  merit 
system  in  the  State  service  or  who  have  accrued  continuous  service 
in  State  service  not  covered  by  any  merit  system,  and  who  have  been 
transferred  to  an  agency  subject  to  the  Personnel  Code,  shall  be  given 
such  credit  for  said  service  as  shall  be  determined  by  the  Director 
or  required  by  law.  (Amended  December  15,  1977) 

2-200  INTERRUPTIONS  IN  CONTINUOUS  SERVICE:  Continuous  service 

shall  be  interrupted  by: 

a.  Resignation:  provided,  however,  that  such  continuous 
service  will  not  be  interrupted  by  resignation  when  an 
employee  is  employed  in  another  position  in  the  State 
service  within  4 calendar  days  of  such  resignation; 

b.  Discharge;  provided,  however,  such  continuous  service 
shall  not  be  interrupted  if  the  employee  is  retained  in 
the  position  after  a hearing  before  the  Civil  Service 

C ommiss  ion; 

c.  Termination;  because  an  employee  has  not  been  reemployed 
within  2 years  after  layoff. 

2-210  DEDUCTIONS  FROM  CONTINUOUS  SERVICE:  Except  as  provided  in 
Rule  2-240,  the  following  shall  be  deducted  from,  but  not  interrupt 
continuous  service: 

(1)  Time  away  from  work  for  any  leaves  of  absence  without 
pay  totaling  more  than  30  days  in  any  12-month  period 
except  time  away  from  work  for  a leave  of  absence  to 
accept  a temporary,  provisional,  emergency  or  exempt 
assignment  in  another  class  shall  not  be  deducted  from 
continuous  service; 
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(2)  Time  away  from  work  because  of  disciplinary 
suspensions  totaling  more  than  30  days  in  any 
12-month  period; 

(3)  Time  away  from  work  because  of  layoff. 

2-215  LEAVE  OF  ABSENCE  FOR  EDUCATIONAL  PURPOSES:  The 

administrative  head  of  an  operating  agency  may  grant  an  employee 
an  educational  leave  of  absence  for  the  purpose  of  engaging  in  a 
training  course.  No  educational  leave  may  be  granted  unless  in  the 
judgment  of  the  agency  head  the  training  course  would  benefit  the 
State  of  Illinois  by  improving  the  employee's  qualifications  to  perform 
the  duties  of  the  employee's  position  or  by  qualifying  the  employee 
for  advancement  in  rank  or  grade  to  another  position  in  State  service. 

2-220  VETERANS  CONTINUOUS  SERVICE:  Leaves  of  absence  shall  be 

granted  to  all  employees,  except  temporary  or  emergency  employees, 
who  leave  their  positions  and  enter  military  service  for  4 years  or 
less  (exclusive  of  any  additional  service  imposed  pursuant  to  law). 

An  employee  shall  be  restored  to  the  same  or  a similar  position  on 
making  an  application  to  his  employing  agency  within  90  days  after 
separation  from  active  duty  or  from  hospitalization  continuing  after 
discharge  for  not  more  than  one  year.  The  employee  must  provide 
evidence  of  satisfactory  completion  of  training  and  military  service 
when  making  application  and  be  qualified  to  perform  the  duties  of 
the  position. 

Subject  to  the  provisions  of  Rule  2-110,  a veteran  who  returns  to 
State  service  after  having  been  granted  a leave  of  absence  from 
provisional  status  shall  be  permitted  and  required  to  pass  the  same 
or  similar  examination  for  his  position  within  90  days. 

Trainees  who  have  not  previously  done  so  and  whose  training  was 
interrupted  by  military  leave,  shall  be  required  to  qualify  in  an 
examination  in  the  trainee  class  before  being  granted  allocation  or 
non-competitive  promotion  to  a higher  class. 

2-230  PEACE  OR  JOB  CORPS  ENRQLLEES  CONTINUOUS  SERVICE:  Any 
employee  who  volunteers  and  is  accepted  for  service  in  the  overseas 
or  domestic  Peace  or  Job  Corps  shall  be  given  a leave  of  absence 
from  his/her  State  employment  for  the  duration  of  his/her  initial 
period  of  service  and  restored  to  the  same  or  similar  position  provided 
that  the  employee  returns  to  his/her  employment  within  90  days  of  the 
termination  of  his/her  service  or  release  from  hospitalization  from  a 
service-connected  disability. 
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2-240  ACCRUAL  AND  RETENTION  OF  CONTINUOUS  SERVICE  DURING 
CERTAIN  LEAVES:  During  an  educational,  military.  Peace  or  Job 
Corps  or  disability  leave,  an  employee  shall  retain  and  accrue 
continuous  service  provided  return  to  employment  occurs.  No  other 
benefit  arising  from  these  Rules  shall  be  granted  or  paid  during  such 
leaves.  (Amended  June  1,  1980) 

2-250  LIMITATIONS  ON  CONTINUOUS  SERVICE:  Temporary  and  emergency 

employees  employed  after  July  1,  1957,  shall  not  accumulate 
continuous  service  except  as  provided  in  Public  Act  77-1823. 

PERFORMANCE  REVIEW 

2-260  PERFORMANCE  RECORDS:  Performance  records  shall  constitute 
any  material  in  an  employee's  personnel  file  which,  in  the  judgment 
of  the  Director,  is  relevant  to  determining  the  appropriateness  of 
proposed  or  recommended  personnel  transactions. 

Such  records  shall  be  considered  by  the  Director  in  all  cases  of 
promotion,  demotion,  discharge,  layoff,  recall,  reinstatement, 
geographical  transfer  and  certification.  (Amended  June  6,  1976) 

2-270  PERFORMANCE  EVALUATION  FORMS:  Performance  records  shall 

include  an  evaluation  of  employee  performance  prepared  by  each 
agency  on  forms  prescribed  by  the  Director. 

For  an  employee  serving  a 6-month  probationary  period,  the  agency 
shall  prepare  and  submit  to  the  Department  2 such  evaluations,  one 
at  the  end  of  the  third  month  of  the  employee's  probationary  period 
and  another  15  days  before  the  conclusion  thereof. 

For  an  employee  serving  a 3-month  probationary  period,  the  agency 
shall  prepare  and  submit  to  the  Department  an  evaluation  form  2 1/2 
months  after  the  commencement  of  the  probationary  period. 

For  a certified  employee,  each  agency  shall  prepare  such  evaluation 
not  less  often  than  each  time  an  employee  receives  a satisfactory  or 
superior  performance  increase  under  the  Department's  Pay  Plan. 

PROBATIONARY  STATUS 

2-300  PROBATIONARY  PERIOD;  A probationary  period  of  6 months  shall 
be  served  by  (1)  an  employee  who  enters  State  service  or  commences 
a new  period  of  continuous  service,  (2)  an  employee  who  is  reinstated 
as  provided  under  Rule  2-610,  (3)  an  employee  who  is  appointed  from 
an  open  competitive  eligible  list,  whether  or  not  it  be  considered  an 
advancement  in  rank  or  grade.  Trainees  whose  positions  are  allocated 
upward  may  achieve  probationary  status  pursuant  to  Rule  2-180. 
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A probationary  period  of  3 months  shall  be  served  by  any  employee 
who  is  demoted  or  promoted  except  a demoted  probationary  employee 
shall  not  be  required  to  serve  any  probationary  period  if  the  employee 
previously  held  certified  status  in  the  class  to  which  demoted. 

A probationary  employee  transferred  during  the  probationary  period 
shall  serve  that  portion  of  the  probationary  period  which  was  not 
completed  at  the  time  of  such  transfer. 

A probationary  period  shall  not  be  deemed  to  be  continued  by  the 
payment  of  any  sum  for  vacation  or  other  benefits  accrued  during  such 
probationary  period. 

If  an  employee  is  absent  from  work  for  more  than  15  calendar  days 
during  the  probationary  period  because  of  leave  of  absence,  disci- 
plinary suspension,  sick  leave,  or  work-related  injury  or  industrial 
disease,  such  absence  shall  serve  to  extend  the  probationary  period 
by  the  length  of  the  absence. 

2-310  CERTIFIED  STATUS:  A probationary  employee  shall  attain  certified 
status  only  after  successful  completion  of  a probationary  period. 

Notice  of  certification  will  be  sent  to  the  employee  and  agency  by  the 
Director  promptly  thereafter. 

2-320  STATUS  CHANGE  IN  PROBATIONARY  PERIOD:  An  employee  may  not 

be  promoted,  demoted,  discharged,  or  transferred  during  the  probationary 
period  without  the  approval  of  the  Director. 

PROMOTIONS 

2-330  ELIGIBILITY  FOR  PROMOTION:  The  Director  may  approve  the 

promotion  of  qualified  employees  who  have  established  eligibility  for 
the  appropriate  class  through  examinations  in  accordance  with  merit 
standards  set  forth  in  Rule  2-10. 

2-335  LIMITATIONS  ON  PROMOTIONS:  No  provisional,  temporary,  emergency 
or  probationary  employee  shall  be  promoted  unless  the  employee  has 
previously  held  certified  status  during  his  current  period  of  continuous 
s ervice . 

2-340  FAILURE  TO  COMPLETE  PROBATIONARY  PERIOD:  A promoted 

certified  employee  who  fails  to  satisfactorily  complete  the  probationary 
period  in  the  promoted  position  because  of  inability  to  perform  the 
duties  and  responsibilities  of  the  new  promoted  position  shall  be  returned 
to  a position  in  the  class,  agency  and  locality  and  with  the  status  from 
which  promoted. 
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2-400 


2-410 


2-420 


2-430 


2-431 


A promoted  employee  who  is  demoted  during  a probationary  period 
shall  serve  a probationary  period  of  3 months  unless  he  had  previously 
held  certified  status  in  the  former  class  in  which  case  the  return  shall 
be  to  certified  status. 

A promoted  employee  previously  certified  may  be  discharged  for  cause 
during  the  probationary  period  and  in  such  event,  the  employee  has  the 
same  rights  to  appeal  as  a certified  employee. 

EMPLOYEE  TRANSFERS 


TRANSFER:  A transfer  is  the  assignment  of  an  employee  to  a vacant 
position  whose  classification  has  the  same  maximum  permissible  salary 
or  rate. 

ENTRA-AGENCY  TRANSFER:  An  employee  may  be  transferred  to  a 
position  in  the  same  class  to  which  appointed  or  to  a position  involving 
similar  qualifications,  duties,  responsibilities  and  salary  range,  in 
another  division,  section,  or  other  unit,  within  the  employing  agency. 

No  such  transfer  shall  be  made  without  the  approval  of  the  Director. 

INTER-AGENCY  TRANSFER:  An  employee  may  be  transferred  to  a 
position  in  the  same  class,  or  to  a position  involving  similar  qualifi- 
cations, duties,  responsibilities  and  salary  range  in  another  agency, 
with  the  approval  of  both  agencies,  the  Director,  and  with  the  consent 
of  the  employee. 

GEOGRAPHICAL  TRANSFER  (AGENCY  DIRECTED):  Geographical 
transfer  is  the  transfer  of  an  employee  from  one  geographical  location 
in  the  State  to  another  for  the  performance  of  duties  other  than  temporary 
assignments  or  details  for  the  convenience  of  the  employer.  Geographical 
transfers  shall  be  made  only  with  the  approval  of  the  Director.  The 
Director  in  determining  whether  to  approve  a transfer  shall  use 
information  detailed  in  Rule  2-431.  An  employee  who  refuses  to  accept 
a geographical  transfer  must  report  for  duty  at  the  new  location  but 
may  make  written  appeal  of  such  transfer  to  the  Civil  Service  Commission 
within  15  days  after  the  effective  date  of  the  transfer.  An  employee  shall 
be  reimbursed  for  all  reasonable  transportation  and  moving  expense 
incurred  in  moving  to  a new  location  because  of  permanent  geographical 
trans  fer. 

GEOGRAPHICAL  TRANSFER  (AGENCY  DIRECTED)  PROCEDURES: 

A proposed  geographical  transfer  is  subject  to  the  approval  of  the 
Director  before  becoming  effective  and  shall  include  the  following  inform- 
ation for  the  organizational  unit  from  which  the  geographical  transfer  is 
proposed. 
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a.  a statement  of  reason(s)  for  transfer; 

b.  a list  of  all  employees  in  the  affected  unit  showing 
title,  status  and  total  continuous  service; 

c.  a list  of  those  employees  to  be  transferred; 

d.  performance  records  for  all  employees  in  classes 
affected  by  the  transfer; 

e.  an  explanation  of  any  transfer  not  in  order  of  least 
continuous  service  for  affected  classes;  and 

f.  an  explanation  of  the  organizational  unit  selected, 
reflecting  agency,  facility,  geographical,  operational 
and  other  elements  being  considered  relevant  by  the 
agency  head. 

2-432  NOTICE  TO  EMPLOYEE:  Notice  of  an  approved  geographical  transfer 
(agency  directed)  shall  be  served  on  the  employee  by  the  Director  in 
person  or  by  certified  mail,  return  receipt  requested,  at  the  employee's 
last  address  appearing  in  the  personnel  file. 

2-433  EFFECTIVE  DATE  OF  GEOGRAPHICAL  TRANSFER  (AGENCY 

DIRECTED):  Unless  extraordinary  operating  conditions  or  events  are 

specified  in  the  proposed  transfer  plan,  no  geographical  transfer  shall 
be  effective  until  10  working  days  after  the  Director's  approval  of  the 
transfer  plan. 

2-435  EEiPLOYEE-REQUESTED  GEOGRAPHICAL  TRANSFER:  An  employee- 
requested  geographical  transfer  is  the  transfer  of  an  employee  from  one 
geographical  location  in  the  State  to  another  for  performance  of  duties 
other  than  temporary  assignments  or  details  for  the  convenience,  and 
at  the  written  request,  of  the  employee.  Employee-requested  geo- 
graphical transfers  shall  not  become  effective  until  the  Director 
verifies  the  employee's  request,  the  agency  approval  and  that  a current 
vacant  position  exists.  When  an  employee  requests  and  accepts  such 
geographical  transfer  the  agency  shall  not  be  required  to  reimburse 
employee  for  any  transportation  of  moving  expenses. 

2-440  RIGHTS  OF  TRANSFERRED  EMPLOYEES:  A transferred  employee 
shall  retain  status,  continuous  service  and  all  accrued  benefits. 

2-445  TRANSFER  OF  DUTIES:  When  the  duties  of  a position  are  relocated 

by  transfer  or  by  abolition  and  reestablishment  and  when  said  duties 
are  substantially  the  same,  an  incumbent  employee  may  elect  to 
relocate  and  retain  the  duties  of  the  position. 
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2-450  LIMITATIONS  ON  TRANSFERS:  Temporary,  emergency,  and 

provisional  employees  shall  not  be  transferred. 

2-460  EMPLOYEE  RECORDS:  When  an  employee  has  been  transferred  or 

resigns  to  accept  a position  in  another  agency,  a copy  of  the  agency 
personnel  file,  if  any,  shall  be  forwarded  to  such  agency. 

DEMOTION 

2-470  DEMOTION:  Demotion  is  assignment  of  an  employee  to  a vacant 

position  in  a class  having  a lower  maximum  permissible  salary  or 
rate  than  the  class  from  which  the  demotion  was  made  for  reasons 
of  inability  to  perform  the  work  of  the  class  from  which  the  demotion 
was  made. 

An  operating  agency  may  initiate  demotion  of  an  employee  by  filing 
written  statement  of  reasons  for  demotion  with  the  Director  in  the 
form  and  manner  prescribed.  Such  written  statement  shall  be  signed 
by  the  head  of  the  operating  agency,  and  shall  contain  sufficient  facts 
to  show  good  cause  for  the  demotion.  No  demotion  shall  become 
effective  without  the  prior  approval  of  the  Director  who  shall  take  into 
consideration  the  employee's  education,  experience  and  performance 
records. 

2-480  NOTICE  TO  EMPLOYEE:  If  the  statement  of  reasons  for  demotion  of 

a certified  employee  is  approved  by  the  Director,  a copy  of  the 
approved  statement  of  reasons  for  demotion  shall  be  served  on  the 
employee  by  the  Director  in  person  or  by  certified  mail,  return 
receipt  requested,  at  the  employee's  last  address  appearing  in  the 
pers  onnel  file. 

2-490  EMPLOYEE  OBLIGATIONS:  Upon  receipt  by  the  employee  of  the 

approved  statement  of  reasons  for  demotion  or  upon  the  effective  date 
thereof,  whichever  is  later,  the  employee  shall  leave  the  position  in 
which  assigned  prior  to  such  statement  of  reasons  and  report  for  duty 
to  the  position  to  which  demoted  and  such  report  shall  be  without 
prejudice  to  right  of  appeal  under  Rule  2-496. 

2-495  SALARY  AND  OTHER  BENEFITS  OF  EMPLOYEE:  Upon  receipt  by 

the  employee  of  the  approved  statement  of  reasons  for  demotion,  or  on 
the  effective  date  thereof,  whichever  is  later,  all  salaries  and  benefits 
of  such  employee  in  the  position  in  which  assigned  prior  to  receipt  of 
such  statement  of  reasons  shall  be  adjusted  to  reflect  the  demotion. 

2-496  APPEAL  BY  CERTIFIED  EMPLOYEE:  A certified  employee  who  has 

been  served  with  approved  statement  of  reasons  for  demotion  may  appeal 
to  the  Civil  Service  Commission,  provided  such  appeal  is  made  in  writing 
within  15  days  of  receipt  of  the  approved  statement  of  reasons  for  demotion. 


-18- 


2-497  DEMOTION  OF  OTHER  EMPLOYEES:  The  Director  may  approve  the 

demotion  of  probationary  employees.  Notice  of  such  demotion  shall 
be  served  on  the  employee  by  the  Director,  in  person  or  by  certified 
mail,  return  receipt  requested,  at  the  employee's  last  address 
appearing  in  the  personnel  file. 

2-498  STATUS  OF  DEMOTED  EMPLOYEES:  A demoted  certified  employee 
shall  be  certified  in  the  class  to  which  demoted  and  shall  not  be 
required  to  serve  a new  probationary  period.  Subject  to  Rule  2-300, 
a demoted  probationary  employee  shall  serve  a new  probationary  period 
in  the  class  to  which  he/she  is  demoted. 

VOLUNTARY  REDUCTION  AND  LAYOFFS 

2-500  VOLUNTARY  REDUCTION  OF  CERTIFIED  AND  PROBATIONARY 

EMPLOYEES:  Certified  and  probationary  employees  may  voluntarily 

request  or  accept  assignment  to  a vacant  position  in  a class  having  a 
lower  maximum  permissible  salary  or  rate.  All  requests  for  or 
acceptances  of  such  voluntary  reductions  shall  be  in  writing,  and  shall 
be  signed  by  the  employee  and  be  directed  to  the  head  of  the  agency  in 
which  the  vacant  position  exists.  No  reduction  shall  become  effective 
without  the  written  approval  of  the  Director.  A certified  employee  who 
is  assigned  and  accepts  a voluntary  reduction  in  grade  shall  be  certified 
in  the  lower  class  without  serving  a probationary  period  and  a 
probationary  employee,  the  balance  of  the  probationary  period;  provided, 
however,  if  reduction  results  in  return  to  a trainee  class  or  other 
class  for  which  there  is  no  provision  for  certification  in  said  class, 
the  individual's  certification  shall  be  terminated. 

2-510  LIMITATIONS  IN  VOLUNTARY  REDUCTION:  Temporary,  emergency, 

and  provisional  employees  shall  not  be  granted  a request  for  a voluntary 
reduction. 

2-520  LAYOFF  PROCEDURE:  An  operating  agency  may  request  the  layoff  of 
an  employee  because  of  lack  of  funds,  material  change  in  duties  or 
organization  or  lack  of  work  or  the  abolition  of  a position  for  any  of 
these  reasons.  Based  on  class,  agency,  county  or  other  designation, 
layoffs  shall  be  within  organizational  units  justified  by  operations  and 
approved  prior  to  the  layoff  by  the  Director. 

A proposed  layoff  is  subject  to  the  approval  of  the  Director  before 
becoming  effective  and  shall  include  the  following  in  the  organizational 
unit  in  which  the  layoff  is  proposed: 

(a)  a list  of  all  employees  showing  status  and  total 
continuous  service; 
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(b)  a listing  of  those  employees  to  be  laid  off; 

(c)  performance  records  of  all  employees  in  classes 
affected  by  layoff  plan; 

(d)  an  explanation  of  any  layoff  not  in  order  of  continuous 
service; 

(e)  an  explanation  of  the  organizational  unit  selected, 
reflecting  agency,  facility,  geographical,  operational 
and  other  elements  deemed  relevant  by  agency  head. 

2-525  DISAPPROVAL:  The  Director  may  disapprove  by  returning  to  the 

originating  agency  any  layoff  plan  which  results  in  a disproportionate 
impact  on  affected  employees  on  the  basis  of  race  or  sex.  (Amended 
June  6,  1976) 

2-530  ORDER  OF  LAYOFF:  The  following  order  shall  be  observed  in  making 

layoffs: 

(a)  No  certified  or  probationary  employee  may  be  laid  off 
until  all  exempt,  temporary,  emergency,  and  provisional 
employees  in  the  same  class  and  organizational  unit  are 
terminated; 

(b)  No  certified  employee  may  be  laid  off  until  all  probationary 
employees  in  the  same  class  and  organizational  unit  are 
terminated. 

Within  status  groups  and  in  accordance  with  the  layoff  plan  submitted 
under  Rule  2-520,  consideration  shall  be  given  to  performance  records 
and  continuous  service  as  defined  in  Rule  2-190.  (Amended  June  6,  1976) 

2-540  EFFECTIVE  DATE  OF  LAYOFF:  Unless  extraordinary  operating 

conditions  or  events  are  specified  in  the  proposed  layoff  plan,  no  layoff 
shall  be  effective  until  10  working  days  after  the  Director's  approval 
of  the  layoff  plan. 

2-550  EMPLOYEE  OPPORTUNITY  TO  SEEK  VOLUNTARY  REDUCTION:  A 
certified  employee  or  an  employee  serving  a probationary  period 
subsequent  to  promotion  from  a position  in  which  certified  who  is 
subject  to  layoff  as  a result  of  the  Director's  approval  of  a layoff  plan 
shall  be  promptly  notified  thereof  of  the  effective  date  of  layoff,  and 
shall  then  be  advised  of  the  opportunity  to  request  voluntary  reduction 
to  a current  vacant  position  in  accordance  with  Rule  2-500.  An 
employee  seeking  voluntary  reduction  must  request  such  in  writing  to 
the  head  of  the  employing  agency  prior  to  the  proposed  effective  date  of 
layoff. 
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2-560  ORDER  OF  PREFERENCE  IN  VOLUNTARY  REDUCTION:  In  the  event 

a certified  employee  or  an  employee  serving  a probationary  period 
subsequent  to  promotion  from  a position  in  which  the  employee  was 
certified  requests  voluntary  reduction  as  a result  of  his/her  pending 
layoff,  the  certified  employee  shall  be  preferred  for  any  current  vacant 
position  in  a lower  class  within  the  same  agency  and  location  in  which 
the  employee  is  then  incumbent  at  the  time  of  such  layoff  over  any 
probationary  or  provisional  employees,  any  applicant  on  an  eligible 
list  for  such  vacant  position  and  any  certified  employee  requesting 
such  reduction  who  is  not  subject  to  layoff. 

2-570  REEMPLOYMENT  LISTS:  The  Department  shall  establish  and  maintain 

a reemployment  list,  by  class  and  agency  and  county,  or  other  desig- 
nated geographical  area  approved  by  the  Director  before  layoff.  A 
certified  employee  who  has  been  laid  off  shall  be  placed  in  order  of 
length  of  continuous  service  as  defined  in  Rule  2-190  on  a reemployment 
list  for  recall  to  the  first  available  assignment  to  a position  in  the 
class  (or  related  classes  with  substantially  similar  requirements  and 
duties)  and  agency,  and  county,  or  other  designated  geographical 
location  or  area  in  which  the  employee  was  assigned  prior  to  being 
placed  on  the  reemployment  list.  Where  circumstances  warrant,  at 
the  discretion  of  the  Director,  such  reemployment  list  may  be 
established  by  related  classes  whose  duties  are  substantially  similar 
to  the  class  from  which  the  employee  was  laid  off. 

An  employee  whose  name  has  been  placed  on  the  reemployment  list 
will  also  be  eligible  for  reinstatement  in  accordance  with  Rule  2-610. 

2-580  EMPLOYMENT  FROM  REEMPLOYMENT  LIST:  Whenever  there  is 
any  person  available  on  a reemployment  list  for  recall  to  a vacant 
position  for  the  same  class,  or  related  classes  where  such  have  been 
established  pursuant  to  Rule  2-570,  agency  and  county  or  other 
designated  geographical  area,  no  temporary,  provisional  or  probationary 
appointment  shall  be  made  to  such  vacancy. 

2-590  REMOVAL  OF  NAMES  FROM  REEMPLOYMENT  LIST:  A laid  off 

employee's  name  shall  be  removed  from  the  reemployment  list  when: 

(a)  The  employee  is  recalled  from  layoff; 

(b)  The  employee  refuses  an  offer  of  permanent 
reemployment; 

(c)  The  employee's  name  has  remained  on  the  remploy- 
ment  list  for  24  months; 

(d)  The  employee  has  been  reinstated  in  accordance  with 
Rule  2-610. 

Offers  of  temporary,  exempt  or  emergency  appointment  shall  not  be 
considered  as  recall  or  reinstatement. 
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2-595  LAID  OFF  PROBATIONARY  EMPLOYEE:  The  name  of  an  original 

entrance  employee  who  is  terminated  as  a result  of  layoff  before  the 
completion  of  the  probationary  period  shall  be  returned  to  the  eligible 
list  with  the  same  grade  as  when  appointed. 

An  employee  serving  a probationary  period  subsequent  to  promotion 
from  a position  in  which  the  employee  was  certified  who  is  to  be  laid 
off  shall  be  given  notice,  and  may  request  a voluntary  reduction 
pursuant  to  Rules  2-500  and  2-550.  If  no  voluntary  reduction  is 
effected,  the  employee  will  be  laid  off  and  the  employee's  name  placed 
in  seniority  order  as  provided  in  Rule  2-190  on  the  reemployment  list 
for  the  agency,  work  locality  and  title  in  which  certified. 

2-596  APPEAL  BY  EMPLOYEE:  Within  15  calendar  days  of  receipt  of 

notice  of  layoff  and  without  prejudice  to  the  right  to  request  voluntary 
reduction,  an  employee  may  make  written  appeal  to  the  Civil  Service 
Commission  contesting  such  layoff.  (Amended  March  1,  1980) 

2-597  REINSTATEMENT  FROM  LAYOFF:  An  employee  reinstated  for  the 
period  for  which  he/she  was  improperly  laid  off  shall  receive  full 
compensation  for  such  period: 

Full  compensation  shall  mean  compensation  such  laid  off  employee 
would  have  earned  in  the  position  classification  during  the  period  of 
layoff  less  amounts  earned  by  the  employee  from  any  other  source 
including  any  unemployment  payments  received  during  such  period. 
(Effective  March  1,  1980) 

2-600  RESIGNATION : An  employee  who  voluntarily  leaves  the  State  service 
shall,  except  in  emergency  circumstances  approved  by  the  agency 
head,  give  advance  notice  of  intent  not  less  than  15  calendar  days 
before  its  effective  date.  Resignation  in  good  standing  shall  mean 
that  the  employee  gave  the  required  notice,  or  that  emergency 
circumstances  justified  failure  to  do  so,  and  that  the  employee's 
conduct  and  work  performance  were  satisfactory  at  the  effective  date 
thereof. 

2-610  REINSTATEMENT:  On  request  of  an  operating  agency,  the  Director 

may  reinstate  a former  certified  employee  who  resigned  or  terminated 
in  good  standing  or  whose  position  was  reallocated  downward  or  who 
was  laterally  transferred  or  whose  name  was  placed  on  a reemployment 
list.  Such  reinstatement  may  be  to  a position  in  the  class  to  which 
the  employee  was  assigned  prior  to  resignation,  termination,  downward 
allocation,  lateral  transfer  or  layoff  or  to  an  equivalent  or  lower 
position  in  a related  series.  A reinstated  employee  shall  serve  an 
additional  6-month  probationary  period  in  the  position.  Request  for 
reinstatement  shall  be  accompanied  by  the  employee's  performance 
records  when  available. 
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A certified  employee  whose  name  appears  on  a reemployment  list  may 
be  reinstated  to  a position  other  than  the  position  to  which  the  employee 
is  eligible  for  reemployment.  If  reinstated  to  a position  in  the  same  or 
a higher  pay  grade  than  that  for  which  the  employee  is  eligible  for 
reemployment,  then,  upon  satisfactory  completion  of  the  new  probationary 
period,  the  employee's  name  shall  be  removed  from  the  reemployment 
list.  If  reinstated  to  a position  in  a lower  pay  grade  than  that  for  which 
the  employee  is  eligible  for  reemployment,  it  shall  have  no  effect  on  the 
employee's  reemployment  rights. 

DISCHARGE  AND  DISCIPLINE 

2-625  DEFINITION  OF  CERTIFIED  EMPLOYEE:  For  purpose  of  rules 

respecting  discipline  and  discharge,  "certified  employee"  shall  mean 
any  employee  who  has  satisfactorily  completed  a required  period  of 
probation  and  attained  certified  status  in  any  position  during  the  employee's 
most  recent  period  of  continuous  State  service. 

2-626  PROGRESSIVE  CORRECTIVE  DISCIPLINE:  Unless  grounds  clearly  are 
present  warranting  immediate  discharge  or  suspension  pending  decision 
on  discharge,  employees  shall  be  subject  to  corrective  discipline 
progressively  utilizing  counseling,  warnings  and/or  suspensions,  as  the 
facts  and  circumstances  dictate,  prior  to  discharge.  If  an  employee's 
work  or  work-related  conduct  remains  unacceptable  after  the  application 
of  progressive  corrective  discipline,  such  employee  may  be  discharged 
in  accordance  with  the  appropriate  rules  below.  (Added  December  15, 

1977) 

2-630  DISCIPLINARY  AC TION- - WARNING  NOTICE:  The  agency  head  or 

his/her  designee  may  warn  an  employee  either  orally  or  in  writing  as  a 
disciplinary  measure.  A copy  of  any  written  notice  shall  be  submitted  to 
the  Department  and  shall  become  part  of  the  employee's  personnel  records. 
The  notice  shall  bear  the  signature  of  the  issuing  official. 

2-640  SUSPENSION  TOTALING  NOT  MORE  THAN  30  DAYS  IN  ANY  12-MONTH 
PERIOD:  Disciplinary  suspension  without  pay  totaling  not  more  than  30 

days  in  any  12-month  period  may  be  imposed  upon  an  employee  by  an 
agency  head  or  designee.  Unless  delay  in  the  imposition  of  discipline  will 
result  in  clear  harm  or  damage  to  an  agency,  the  employee  shall  be  informed 
in  writing  of  the  proposed  suspension  and  the  reasons  therefor  at  least  4 
working  days  prior  to  the  effective  date  of  the  proposed  suspension  and 
be  provided  with  copies  of  pertinent  documents  on  which  the  proposed 
suspension  is  based.  The  employee  shall  have  2 working  days  after  being 
informed  of  the  proposed  suspension  within  which  to  address  to  the  agency 
head  or  designee  written  rebuttal  to  the  reasons  given  for  the  suspension. 

A decision  of  an  agency  head  or  designee  not  to  suspend  the  employee  shall 
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be  rendered  in  writing  before  the  proposed  suspension  date.  Written 
notice  of  any  suspension  imposed  with  the  reasons  therefor  must  be 
served  upon  the  employee  on  a form  prescribed  by  the  Director  on  or 
before  the  effective  date  of  the  suspension  in  person  or  by  certified 
mail,  return  receipt  requested,  at  the  employee's  last  address 
appearing  in  the  personnel  file.  Notice  of  such  suspension  imposed 
must  also  be  filed  immediately  with  the  Director.  (Amended 
December  15,  1977) 

2-660  SUSPENSION  TOTALING  MORE  THAN  30  DAYS  IN  ANY  1 2-MONTH 

PERIOD:  The  agency  head  or  a designee  may,  after  complying  with  the 

procedures  set  forth  in  this  Rule,  initiate  a disciplinary  suspension 
of  any  employee  totaling  more  than  30  days  in  any  12-month  period  and 
if  such  employee  is  certified,  the  agency  shall  file  written  charges  for 
such  suspension  with  the  Director  in  the  form  and  manner  prescribed. 

Such  written  charges  shall  be  signed  by  the  head  of  the  operating  agency 
or  designee,  and  shall  contain  a clear  and  concise  statement  of  facts 
showing  good  cause  for  such  suspension.  The  charges  shall  be 
accompanied  by  a copy  of  the  employee's  performance  records.  Unless 
delay  in  the  imposition  of  discipline  will  result  in  clear  harm  or  damage 
to  an  agency,  the  employee  shall  be  informed  in  writing  of  the  proposed 
suspension  and  the  reasons  therefor  at  least  4 working  days  prior  to 
the  effective  date  of  the  proposed  suspension  and  be  provided  with 
copies  of  pertinent  documents  on  which  the  proposed  suspension  is 
based.  The  employee  shall  have  2 working  days  after  being  informed 
of  the  proposed  suspension  within  which  to  address  to  the  agency  head 
or  designee  written  rebuttal  to  the  reasons  given  for  the  suspension.  A 
decision  of  an  agency  head  or  designee  not  to  suspend  the  employee  shall 
be  rendered  in  writing  before  the  proposed  suspension  date.  (Amended 
December  15,  1977) 

2-670  APPROVAL  OF  DIRECTOR  OF  PERSONNEL:  No  disciplinary  suspension 

totaling  more  than  30  days  in  any  12-month  period  for  a certified  employee 
shall  be  effective  without  the  approval  of  the  Director. 

2-680  NOTICE  TO  EMPLOYEE:  Notice  of  approved  charges  for  a disciplinary 
suspension  totaling  more  than  30  days  in  any  12-month  period  shall  be 
served  on  a certified  employee  by  the  Director,  in  person  or  by  certified 
mail,  return  receipt  requested,  at  the  employee's  last  address  appearing 
in  the  personnel  file. 

2-690  EMPLOYEE  OBLIGATIONS:  Upon  receipt  by  the  employee  of  any  disci- 

plinary suspension  or  charges  for  discharge,  the  employee  shall  leave 
the  place  of  employment  and  if  deemed  appropriate  by  the  agency,  any 
housing  or  other  accommodations  furnished  the  employee  by  the  State. 


-24- 


2-710 


SUSPENSION  PENDING  DECISION  ON  DISCHARGE:  An  operating 
agency  may  suspend  any  employee  for  up  to  30  days  pending  the 
decision  of  the  operating  agency  whether  charges  for  discharge  shall 
be  filed  against  such  employee.  The  agency  shall  at  the  time  of  such 
suspension  provide  the  employee  with  written  reasons  therefor  in 
person  or  by  certified  mail,  return  receipt  requested,  at  the  employee's 
last  address  appearing  in  the  personnel  file.  Notice  of  such  suspension 
must  also  be  filed  immediately  with  the  Director.  The  agency  shall 
thereafter  promptly  investigate  the  facts  and  circumstances  and  render 
its  decision.  Should  the  agency  determine  that  the  facts  and 
circumstances  do  not  warrant  disciplinary  suspension  or  charges  for 
discharge,  the  employee  shall  be  made  whole.  Should  the  agency 
determine  that  a disciplinary  suspension  is  appropriate.  Rule  2-640 
or  2-660,  as  the  case  may  be,  shall  apply  in  its  entirety.  Should  the 
agency  determine  that  discharge  of  the  employee  is  appropriate.  Rule 
2-720  shall  apply  in  its  entirety.  (Added  December  15,  1977) 

2-720  DISCHARGE  OF  CERTIFIED  EMPLOYEE:  The  agency  head  or  his 
designee  may  initiate  discharge  of  a certified  employee  by  filing 
written  charges  for  discharge  with  the  Director  in  the  form  and  manner 
prescribed  by  the  Director.  Written  charges  shall  be  signed  by  the 
head  of  the  agency,  and  shall  contain  a clear  and  concise  statement  of 
facts  showing  good  cause  for  discharge,  and  shall  be  accompanied  by  a 
copy  of  the  employee's  performance  records.  No  discharge  of  a 
certified  employee  shall  be  effective  without  the  approval  of  the  written 
charges  for  discharge  by  the  Director. 

2-730  NOTICE  TO  EMPLOYEE:  Notice  of  approved  charges  for  discharge 
shall  be  served  on  the  employee  by  the  Director,  in  person  or  by 
certified  mail,  return  receipt  requested,  at  the  employee's  last  address 
appearing  in  the  personnel  file. 

2-750  APPEAL  BY  EMPLOYEE:  A certified  employee  who  has  been  served 

with  approved  charges  for  suspension  in  excess  of  30  days  or  discharge 
may  appeal  to  the  Civil  Service  Commission,  provided  such  appeal  is 
made  in  writing  within  15  days  of  receipt  of  such  approved  charges. 

2-780  DISCHARGE  OF  PROBATIONARY  EMPLOYEES:  The  Director  may 

approve  the  discharge  or  suspension  of  a probationary  employee  at  the 
request  of  an  agency.  In  determining  whether  or  not  to  approve  the 
discharge  of  such  employee,  the  Director  shall  consider  the  employee's 
performance  records. 

2-781  REINS TATEiVi ENT  FROM  SUSPENSION  OR  DISCHARGE:  An  employee 
reinstated  for  the  period  for  which  he/she  was  suspended  or  discharged 
shall  receive  full  compensation  for  such  period.  Full  compensation 
shall  mean  compensation  such  suspended  or  discharged  employee  would 
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have  earned  in  the  position  classification  during  the  period  of 
suspension  or  discharge  less  amounts  earned  by  the  employee  from 
any  other  source  and  unemployment  compensation  payments  received 
during  such  period.  (Added  December  15,  1977) 

2-785  SUSPENSION  OR  DISCHARGE  RESULTING  FROM  ARREST  OR 

CRIMINAL  INDICTMENT;  The  arrest  or  criminal  indictment  of  any 
employee  shall  not  be  grounds  for  suspension  or  discharge  unless  the 
arrest  or  indictment  and  facts  in  support  of  either  made  known  to  the 
Director: 

A.  resulted  from  an  employee's  conduct  in  the  course  of  employment 
duties,  including  a failure  to  perform  such  duties,  or 

B.  occurred  on  or  proximate  to  State  premises  and  as  a result  of 
the  employee's  conduct  thereon,  or 

C.  raises  reasonable  doubt  concerning  the  employee's  suitability 
for  continued  State  employment  in  the  present  assignment  or 
pos  ition. 

In  an  employee  is  not  subject  to  suspension  or  discharge  under  this 
Rule,  the  Director  may,  at  the  request  of  the  employee,  place  such 
employee  on  indefinite  leave  status,  without  pay,  pending  a final  court 
determination  of  innocence  or  guilt,  subject  to  reimbursement  of 
salary  if  acquitted.  (Amended  June  6,  1976) 

2-790  PROHIBITION  OF  DISCRIMINATION:  Discrimination  against  any 

person  in  recruitment,  examination,  appointment,  training,  promotion, 
retention,  or  any  other  personnel  transaction,  because  of  religion, 
race,  national  origin,  sex,  age  or  any  other  non-merit  factor  is 
prohibited  except  where  such  may  be  a bona  fide  job  qualification. 

Any  applicant  or  employee  who  feels  adversely  affected  in  employment 
because  of  such  discrimination  shall  have  resort  to  the  grievance 
procedure  hereunder  and  may  be  joined  in  such  procedure  by  the 
Affirmative  Action  Director  or  designee  where  necessary  or  appropriate. 

TERM  APPOINTMENTS 

2-800  DEFINITION  OF  TERMS: 

(1)  A "Term  Appointment"  shall  mean  an  appointment  to  a state 
position  made  under  Section  8bl8  of  the  Personnel  Code. 

(2)  The  term  "or  equivalent"  shall  refer  to  non-merit  compensation 
pay  grades  or  rates  which  fall  within  the  salary  range  included 
within  Merit  Compensation  Grade  12  and  above. 
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(3)  The  term  "Merit  Compensation  Grade  12"  shall  refer  to  any 
position  in  state  service  covered  by  Part  V of  the  State  of  Illinois, 
Department  of  Personnel  Pay  Plan,  the  Merit  Compensation 
System  with  a salary  range  of  12  or  above. 

(4)  The  term  "Jurisdictions  A,  B,  and  C"  shall  mean  Jurisdiction  A, 

B,  and  C of  the  Personnel  Code  specifically  Sections  8a,  8b  and  8c. 

(5)  The  term  "employee"  shall  refer  to  any  employee  on  the  payroll 
as  well  as  any  employee  on  a leave  of  absence  granted  pursuant 
to  Rules  or  whose  name  appears  on  a list  maintained  pursuant  to 
Rule  2-570. 

(6)  The  term  "Professional  position"  shall  mean  a position  which 
requires  specialized,  theoretical,  or  technical  knowledge  which 
is  usually  acquired  through  college  training  or  through  work 
experience  and  other  training  which  provides  comparable  knowledge. 

(7)  The  term  "policy-making"  position  shall  mean  a position  under 
Personnel  Code: 

(a)  directly  responsible  to  a board,  agency,  commission  or 
departmental  director  or  assistant  director,  and 

1.  requiring  participation  in  the  determination  of 
policy  which  fixes  objectives  or  states  the 
principles  to  control  action  toward  operating 
objectives,  or  toward  the  conduct  of  one  or 
more  administrative  units  next  below  the  director 
or  assistant  director  level,  or 

2.  participates  in  the  planning  and  programming  of 
activities  within  the  agency  mandated  by  legislation 
or  by  the  director  or  assistant  director  of  the 
department,  board  or  commission. 

(8)  The  term  "major  administrative  responsibilities"  shall  refer  to  a 
position  under  the  Personnel  Code: 

(a)  that  requires  the  incumbent  to  direct  programs  defined  by 
statute,  or  agency,  board  or  commission  policy,  or 

(b)  that  is  responsible  for  the  execution  of  policies  or  operating 
objectives  in  one  or  more  operating  units  within  an  agency, 
board  or  commission,  or 

(c)  which  participates  in  the  integrating  of  plans  and  projections 
or  related  organizational  units  and  the  scheduling  of  projected 
work  programs  of  the  agency,  board  or  commission. 
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(d)  and,  that  encompasses  on  a regular  basis  questions  of 
allocation  and  determination  of  resources,  program 
definition,  interpretation  and  implementation,  and 
accountability. 

(9)  The  term  "negotiated  rates"  shall  refer  to  those  positions  in  State 
service  described  within  Part  II,  Section  2.  00  and  appendices  of 
the  State  of  Illinois,  Department  of  Personnel  Pay  Plan. 

(10)  The  term  "prevailing  rates"  shall  refer  to  those  positions  in 

State  service  described  within  Part  II,  Section  1.00  of  the  State 
of  Illinois,  Department  of  Personnel  Pay  Plan.  (Added  March 
31,  1980) 

2-810  POSITIONS  SUBJECT  TO  TERM  APPOINTMENTS;  All  positions  not 

subject  to  paragraphs  (1),  (2),  (3)  and  (6)  of  Section  4d  of  the  Personnel 
Code  on  or  above  merit  compensation  grade  12  or  its  equivalent  shall 
be  subject  to  Term  Appointments;  except  that  all  positions  the  duties 
and  responsibilities  of  which  are  wholly  professional  but  do  not  include 
policy-making  or  major  administrative  responsibilities  and  those 
positions  which  have  either  salaries  at  negotiated  rates  or  salaries 
at  prevailing  rates  shall  be  exempt  from  the  provisions  of  the  Term 
Appointment.  (Added  March  31,  1980) 

2-820  APPOIN TMEN T : Appointees  to  positions  subject  to  Term  Appointment 
shall  be  selected  by  the  Director  or  Chairman  of  the  Department, 

Board  or  Commission  in  which  the  position  is  located  from  appropriate 
open  competitive  eligible  lists.  Appointments  shall  be  made  for  a four 
year  term  commencing  on  the  date  of  the  appointment.  (Added 
M.arch  3 1 , 1980) 

2-821  EFFECT  OF  LOSS  OF  FEDERAL  FUNDING  ON  EMPLOYEES  EXCLUDED 
FROM  TERM  APPOINTMENT  BY  REASON  OF  BEING  FEDERALLY 
FUNDED:  Those  employees  that  would  be  subject  to  a Term  Appointment 

but  for  being  exempted  from  the  provisions  of  the  Act  by  reason  of 
placement  in  a position  which  receives  federal  funds  and  subject  to  the 
federal  merit  standards  shall  become  immediately  subject  to  the  renewal 
procedures  of  the  Term  Appointment  Act  on  the  next  February  1 
subsequent  to  the  termination  of  the  federal  merit  requirements.  (Added 
March  31,  1980) 

2-822  APPOINTEES  UNDER  TERM  APPOINTMENTS:  Appointees  under  Term 
Appointments  shall  be  subject  to  Jurisdiction  A,  B,  and  C of  the 
Personnel  Code  with  all  rights  and  obligations  thereunder  during  the 
term  of  their  appointment.  (Added  March  31,  1980) 

2-823  NO  PROMOTION  TO  POSITIONS  COVERED  BY  TERM  APPOINTMENTS: 
No  promotion  will  be  allowed  to  positions  covered  by  Term  Appointments. 
Vacancies  occurring  in  positions  subject  to  Term  Appointments  shall  be 
filled  as  described  within  these  Rules.  (Added  March  31,  1980) 
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2-824  NO  REALLOCATION  TO  TERM  POSITIONS:  Any  position  which  is 

reallocated,  reclassified,  or  reevaluated  to  become  subject  to  Term 
Appointments  shall  be  declared  vacant  by  the  Director  or  Chairman 
of  the  Deoartment,  Board  or  Commission  who  shall  so  advise  the 
Director  of  the  Department  of  Personnel. 

The  incumbent  in  the  position  selected  shall  be  allowed  to  apply  for 
the  vacant  position.  If  not  selected,  the  individual  shall  be  given  a 
vacant  position  in  the  same  agency  in  the  same  class  as  the  position 
previously  held,  or  be  allowed  a voluntary  reduction,  pursuant  to 
Rule  2-500.  (Added  March  31,  1980) 

2-825  REEMPLOYMENT  RIGHTS  TO  TERM  APPOINTMENT:  No  employee 
with  reemployment  rights  granted  under  Rule  2-5  70  shall  be  recalled 
to  a position  under  Term  Appointment,  unless  the  employee  has 
previously  been  appointed  to  a four  year  term.  Said  reemployment 
rights  shall  be  limited  to  the  term  appointment  position  held  at  time 
of  layoff.  (Added  March  31,  1980) 

2-830  EXPIRATION  OF  TERM  APPOINTMENT:  A "Term  Appointment" 
shall  automatically  terminate  four  years  from  the  date  of  the  initial 
appointment  unless  the  Term  Appointment  is  renewed  for  another  four 
year  term  by  the  Director  or  Chairman  of  the  Department,  Board  or 
Commi.ss  ion. 

Failure  to  renew  a Term  Appointment  is  not  grievable  or  appealable 
to  the  Civil  Service  Commission.  (Added  March  31,  1980) 

2-840  RENEWAL  PROCEDURE:  At  least  sixty  (60)  days  prior  to  the 
termination  of  a Term  Appointment  the  Director  shall  notify  the 
Director  or  Chairman  of  the  Department,  Board  or  Commission  and 
the  employee,  that  the  incumbent's  term  automatically  expires  on  the 
fourth  anniversary  of  the  appointment  date  unless  the  Director  or 
Chairman  renews  the  "Term  Appointment".  The  Director  or  Chairman 
will  notify  the  employee,  in  writing,  at  least  30  calendar  days  prior  to 
the  expiration  of  the  term  of  the  intention  to  renew  or  not  to  renew  the 
appointment.  A copy  of  said  letter  shall  be  sent  to  the  Director  of 
Pers  onnel. 

The  Director  or  Chairman  shall  advise  the  Director  of  Personnel  in 
writing,  whether  the  employee's  term  has  been  renewed  or  allowed  to 
expire  automatically.  Failure  to  notify  the  Director  of  Personnel  30 
days  prior  to  the  expiration  of  the  appointment  shall  be  deemed 
termination  by  the  employing  Director  or  Chairman.  (Added  March 
31,  1980) 

2-841  RENEWAL  PROCEDURES  FOR  INCUMBENTS  ON  THE  EFFECTIVE 
DATE  OF  SECTION  8bl8  OF  THE  PERSONNEL  CODE: 

A.  The  Director  of  Personnel  shall: 
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(1)  Conduct  a lottery  prior  to  February  1,  1980,  at  which 
time  the  social  security  number  of  all  employees  in  pay 
grade  M.  C.  1Z  or  above  as  of  January  1,  1980,  and  not 
otherwise  excluded,  shall  be  used  in  the  random  selection 
lottery  process. 

(Z)  On  February  1,  1980  and  on  February  1 for  each  successive 
calendar  year,  supply  to  the  Director  or  Chairman  of  each 
agency  a list  of  randomly  selected  employees  of  that  agency, 
board  or  commission  whose  employment  is  subject  to 
renewal  under  the  Term  Appointment  for  that  year. 

B.  The  lottery  process  shall: 

(1)  consist  of  a single  lottery; 

(Z)  encompass  all  eligible  employees; 

(3)  be  conducted  for  all  agencies,  boards  and  commissions 
subject  to  the  lottery  process;  and, 

(4)  consist  of  the  following  elements: 

(a)  An  identifier  shall  be  produced  for  each  of  the 
affected  employees. 

(b)  The  identifier  shall  consist  of  the  employee's 
social  security  number  and  employing  agency. 

(c)  All  identifiers  shall  be  commingled. 

(d)  Each  identifier  will  be  randomly  drawn  and  it  will 
be  assigned  a number  corresponding  to  its  reference 
point  in  the  total  sequence,  (i.  e.  - The  first 
identifier  drawn  will  be  assigned  the  number  "l1', 
the  second  identifier  drawn  will  be  assigned  the 
number  "Z",  and  so  on  until  all  identifiers  are  drawn 
and  assigned  sequential  numbers.  ) 

(e)  Each  identifier  shall  be  posted  to  a master  control 
sheet  and  an  agency  control  sheet.  The  master  sheet 
will  include  all  agencies  subject  to  the  lottery  process, 
with  each  agency,  board  or  commission  format  divided 
into  four  quartiles  representing  the  years  1980,  1981, 

1 98Z,  and  1983. 

C.  In  the  event  that  the  total  number  of  eligible  employees  for  a 

particular  agency,  board  or  commission  is  not  evenly  divisible 

by  four  (4),  the  excess  number  shall  be  treated  as  follows: 

(1)  excess  of  one  (1)  shall  be  included  in  the  first  quartile; 
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(2)  excess  of  two  (2)  shall  be  included  one  each  in  the  first 
and  second  quartile; 

(3)  excess  of  three  (3)  shall  be  included  one  each  in  the  first, 
second  and  third  quartile. 

D.  An  agency  with  fewer  than  four  employees  subject  to  Term 
Appointments  shall  be  subject  to  the  following  procedure: 

(1)  An  agency  with  three  (3)  eligible  employees  shall  have 
one  employee  in  each  of  the  first  three  qu.artiles. 

(2)  An  agency  with  two  (2)  eligible  employees  shall  have  one 
employee  in  each  of  the  first  two  quartiles. 

(3)  An  agency  with  one  eligible  employee  shall  subject  said 
employee  to  the  initial  selection  process. 

E.  The  Director  of  the  Department  of  Personnel  shall  advise  each 
employee  of  the  results  of  the  drawing  within  ten  (10)  days  of 
the  lottery. 

F.  The  Director  or  Chairman  will  notify  an  employee  of  the  decision 
not  to  renew  the  appointment  30  calendar  days  prior  to  the 
reappointment  date.  Notice  shall  be  given  the  employee  by 
certified  mail,  return  receipt  requested,  with  a copy  of  said 
notice  to  be  sent  to  the  Director  of  Personnel.  (Added  March 
31,  1980) 

2-842  EFFECTIVE  DATE  OF  REAPPOINTMENT  OR  TERMINATION:  The 

reappointment  date  for  an  incumbent  employee  subject  to  the  provisions 
of  Rule  2-841  shall  be  60  days  from  February  1 of  the  current  year. 

A Director  or  Chairman  shall  notify  the  Director  of  Personnel  in 
writing  of  the  decision  to  renew  or  not  renew  the  appointment  of  such 
incumbent  not  later  than  28  days  after  February  1,  of  the  current 
year.  Failure  of  a Director  or  Chairman  to  so  advise  the  Director  of 
the  Department  of  Personnel  shall  be  deemed  a termination  of  the 
incumbent  from  the  position  effective  60  days  from  February  1 of  the 
current  year.  (Added  March  31,  1980) 

2-850  RECONSIDERATION  REQUEST:  Within  five  (5)  working  days  of 

receipt  of  the  notice  of  inclusion  under  or  exclusion  from  the  provisions 
for  Term  Appointment  by  the  Director  of  Personnel  under  Rule  2-810, 
such  employee  may  directly  petition  the  Director  in  writing  for 
reconsideration  of  such  decision.  In  the  event  a request  for  reconsider- 
ation is  made,  the  Director  shall  designate  a review  officer  to  review 
and  investigate  the  application  of  these  Rules  in  the  decision.  The 
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review  officer  shall  submit  findings  to  the  Director  for  final 
determination.  In  any  discussion  or  meeting  chaired  by  the  review 
officer,  the  employee  shall  be  entitled  to  be  present  and  may  be 
accompanied  or  represented  by  any  person.  Notice  of  the  final 
decision  of  the  Director  shall  be  served  on  the  employee  in  person 
or  by  certified  mail,  return  - receipt  requested,  to  the  employee's 
last  address  appearing  in  the  personnel  file  within  15  calendar  days 
of  receipt  of  the  employee's  request  for  reconsideration.  Failure 
by  the  Director  to  act  within  the  period  of  time  shall  be  deemed  a 
denial  of  the  request.  (Added  March  31,  1980) 

RULE  III- -CONDITIONS  OF  EMPLOYMENT 
GRIEVANCE  PROCEDURE 

3-10  DEFINITION  OF  A GRIEVANCE:  A grievance  is  any  question  between 
an  employee  and  his  employing  agency,  or  applicant  as  covered  in 
Rule  2-790,  concerning  the  meaning,  interpretation  or  application  of 
these  Rules,  or  the  Personnel  Code  or  any  issue  concerning  terms 
or  conditions  of  State  employment  which  directly  affect  the  grievant 
in  the  performance  of  his  official  duties. 

Probationary  terminations,  charges  seeking  discharge,  demotion  or 
suspensions  totaling  more  than  30  days  in  any  12-month  period  of 
certified  employees,  appeals  of  allocation  of  duties  or  transfers  from 
one  geographical  area  in  the  State  to  another  are  not  subject  to 
grievance  procedure. 

An  employee  shall  be  allowed  reasonable  time  with  pay  during  working 
hours  for  the  presentation  of  a grievance,  provided  the  employee  has 
obtained  permission  from  his/her  immediate  supervisor  therefore  and 
the  employee's  absence  will  not  interfere  with  agency  operations. 

3-20  PROCEDURE:  Grievances  shall  be  submitted  in  accordance  with  the 

following  procedure  unless  the  Director  permits  an  agency  to  vary  the 
number  or  content  of  the  steps  therein  prescribed  upon  the  written 
request  of  the  operating  head  of  an  agency  and  for  good  cause  shown 
therein,  except  that  a grievance  arising  out  of  interpretation  and/or 
application  of  a provision  contained  within  a collective  bargaining 
agreement  shall  be  heard  pursuant  to  the  procedures  established 
therein  for  the  respective  bargaining  unit. 

An  employee's  failure  to  submit  a grievance,  or  to  submit  or  appeal 
it  to  the  next  level  of  this  procedure  within  specified  time  limits 
therefor,  shall  mean  that  the  employee  has  withdrawn  the  grievance 
or  accepted  the  last  answer  given  in  the  grievance  procedure  if  the 
employee  so  indicates. 
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Step  1:  A grieving  employee  shall  present  the  grievance  orally  to 
the  immediate  supervisor  explaining  its  nature  and  circumstances 
within  5 scheduled  working  days  after  learning  of  the  circumstances 
or  condition  which  gave  rise  to  it.  The  immediate  supervisor  shall 
answer  within  5 scheduled  working  days  of  its  presentation. 

Step  2:  If  the  grievance  is  not  satisfactorily  resolved  or  no  answer 
is  given  within  5 scheduled  working  days  of  its  presentation,  the 
employee  may,  within  10  days  of  the  date  the  Step  1 answer  was  due, 
submit  the  grievance  to  the  next  higher  supervisor  by  reducing  the 
grievance  to  writing  on  a form  prescribed  by  the  Department  for 
such  purpose  and  presenting  it  to  the  next  higher  supervisor  or  the 
person  designated  to  act  at  this  Step.  A written  answer  thereto  shall 
be  given  within  5 working  days  of  its  receipt  by  such  person. 

Step  3:  If  the  grievance  is  not  satisfactorily  resolved  or  no  answer 

is  given  within  5 scheduled  working  days  after  its  written  submission 
at  Step  2,  the  employee  may,  within  10  working  days  after  the  Step  2 
answer  was  due,  appeal  the  grievance  to  the  head  of  the  operating 
agency  by  using  the  same  or  a different  form. 

Within  20  working  days  after  the  Step  3 appeal  is  filed,  the  head  of 
the  operating  agency  shall  render  a written  decision  thereon,  and 
shall  serve  a copy  of  said  written  decision  upon  the  grievant.  Failure 
of  the  agency  head  to  render  a written  decision  and  to  serve  it  upon 
the  grieving  employee  within  the  specified  time  shall  automatically 
move  the  grievance  to  Step  4. 

Step  4:  If  the  grievance  is  not  satisfactorily  resolved  or  no  answer 

is  given  within  the  time  limit  set  forth  in  Step  3,  the  employee  may 
submit  a copy  of  the  written  statement  of  grievance  theretofore 
submitted  in  Step  3 within  10  working  days  from  the  date  the  decision 
was  due  to  the  Director  of  Personnel  for  review  and  final  determ ination. 
(Amended  March  1,  1980) 

3-40  GRIEVANCE  COMMITTEE:  The  Director  of  Personnel  shall  appoint 

25  employees  of  the  State  of  Illinois  to  comprise  a grievance  committee 
panel  to  hear  grievances.  In  addition  to  State  employees,  the  Director 
shall  appoint  persons  to  the  panel  who  are  not  employees  of  the  State 
of  Illinois  but  who  have  knowledge  and  experience  in  personnel 
administration  or  employee  relations.  Committees  of  3 persons  may 
be  selected  by  the  Director  of  Personnel  from  the  grievance  committee 
panel  to  hear  employee  grievances.  Not  more  than  one  panel  member 
shall  be  selected  from  any  one  State  agency,  and  no  panel  member  shall 
be  appointed  to  a committee  which  is  convened  to  hear  a grievance 
arising  from  the  operating  agency  in  which  the  panelist  is  an  employee. 
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In  addition  to  the  3 committee  members  appointed  to  hear  a grievance, 
there  shall  be  an  employee  of  the  Department  present  at  all  grievance 
hearings  and  deliberations  thereon  to  assist  the  panel  in  its  determina- 
tion. The  Department  employee  shall  act  as  s ecretary  - chairman  of 
the  committee,  and  shall  be  entitled  to  be  heard  by  the  committee,  but 
shall  be  entitled  to  no  vote  on  its  recommendations.  Unless  an 
expedited  Step  4 procedure  is  agreed  to  by  the  parties  pursuant  to 
procedures  and  policies  issued  by  the  Director,  the  members  of  the 
grievance  committee  shall  reduce  their  recommendations  as  to  the 
disposition  of  the  grievance  to  writing  and  submit  them  to  the  Director 
of  Personnel.  A dissenting  member  of  the  committee  may  make 
separate  recommendations.  All  recommendations  will  bear  the 
signature  of  the  concurring  committee  members. 

Upon  the  receipt  of  recommendations  from  a grievance  committee,  the 
Director  shall  approve,  disapprove  or  modify  the  panel  recommenda- 
tions, shall  render  a decision  thereon  in  writing,  and  cause  a copy  of 
such  decision  to  be  served  upon  the  parties.  The  Director's  decision 
shall  be  final. 

The  written  statement  of  the  employee's  grievance,  the  recommenda- 
tions of  the  grievance  committee,  and  the  decision  of  the  Director  of 
Personnel  thereon  shall  be  made  a part  of  the  permanent  record  of  the 
grieving  employee  in  the  files  of  the  Department. 

3-45  R E PR ES EN T A T ION ; In  discussions  or  meetings  with  the  employer  in 

Steps  2,  3 or  4 of  the  grievance  procedure,  the  employee  shall  be 
entitled  to  be  present  and  may  be  accompanied  or  represented  by  the 
exclusive  bargaining  representative  or,  if  there  is  no  such  represen- 
tative, any  other  person. 

LEAVE  OF  ABSENCE 


3-90  SICK  LEAVE:  All  employees,  excepting  those  in  emergency,  intermittent, 
per  diem  or  temporary  status,  unless  such  status  is  the  result  of 
accepting  a non-permanent  working  assignment  in  another  class,  shall 
accumulate  sick  leave  at  the  rate  of  one  day  for  each  month's  service. 

Sick  leave  may  be  used  for  illness,  disability  or  injury  of  the  employee, 
appointments  with  doctor,  dentist  or  other  professional  medical 
practitioner  and  also  may  be  used  for  not  more  than  30  days  in  one 
calendar  year  in  the  event  of  serious  illness,  disability,  injury  or  death 
of  a member  of  the  employee's  immediate  family.  The  operating  agency 
or  the  Department  may  require  evidence  to  substantiate  that  such  leave 
days  were  used  for  the  purpose  herein  set  forth  for  periods  of  absence 
of  ten  consecutive  workdays  or  less.  For  periods  of  absence  for  more 
than  ten  consecutive  workdays  the  employee  shall  provide  verification 
for  such  absence  in  accordance  with  the  provisions  of  Rule  3-145. 

(Amended  June  1,  1980) 
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3-100  ACCUMULATION  OF  SICK  LEAVE:  Employees  shall  be  allowed  to 

carry  over  from  year  to  year  of  continuous  service  any  unused  sick 
leave  allowed  under  this  Rule  and  shall  retain  any  unused  sick  leave 
or  emergency  absence  leave  accumulated  prior  to  the  effective  date 
of  this  Rule. 

3-105  REINSTATEMENT  OF  SICK  LEAVE:  On  or  after  the  effective  date 

of  this  Rule  accumulated  sick  leave  available  at  the  time  an  employee's 
continuous  state  service  is  interrupted  shall  upon  verification  be 
reinstated  to  the  employee's  account  upon  return  to  full  time  or 
regularly  scheduled  part-time  employment  except  in  temporary  or 
emergency  status.  This  reinstatement  is  applicable  provided  such 
interruption  of  service  occurred  not  more  than  five  years  prior  to 
the  date  the  employee  reenters  state  service  and,  provided  such  sick 
leave  has  not  been  credited  by  the  appropriate  retirement  system 
towards  retirement  benefits.  An  Employee  with  previous  State  service 
for  which  sick  leave  was  granted  under  provisions  other  than 
Jurisdiction  C of  the  Personnel  Code  shall  have  such  amount  reinstated 
to  the  extent  such  sick  leave  is  provided  under  Rule  3-90.  (Added 
March  31,  1980) 

3-110  ADVANCEMENT  OF  SICK  LEAVE:  An  employee  with  more  than  2 

years  continuous  service,  whose  personnel  records  warrant  it,  may 
be  advanced  sick  leave  with  pay  for  not  more  than  10  working  days 
with  the  written  approval  of  the  operating  agency  and  the  Director. 

Such  advances  will  be  charged  against  sick  leave  accumulated  later 
in  subsequent  service. 

3-125  LEAVE  FOR  PERSONAL  BUSINESS:  All  employees,  excepting  those 
in  emergency,  per  diem  or  temporary  status,  shall  be  permitted  3 
personal  days  off  each  calendar  year  with  pay.  Such  personal  days 
may  be  used  for  occurrences  as  observance  of  religious  holidays, 
Christmas  shopping,  absence  due  to  severe  weather  conditions,  or 
for  other  similar  personal  reasons,  but  shall  not  be  used  to  extend  a 
holiday  or  annual  leave  except  as  permitted  in  advance  by  the  operating 
agency  through  prior  written  approval.  Employees  entitled  to  receive 
such  leave  who  enter  service  during  the  year  shall  be  given  credit  for 
such  leave  at  the  rate  of  1/2  day  for  each  2 months  service  for  the 
calendar  year  in  which  hired.  Such  personal  leave  may  not  be  used  in 
increments  of  less  than  1/2  day  at  a time.  Except  for  those  emergency 
situations  which  preclude  the  making  of  prior  arrangements,  such  days 
off  shall  be  scheduled  sufficiently  in  advance  to  be  consistent  with 
operating  needs  of  the  employer. 

Personal  leave  shall  not  accumulate  from  calendar  year  to  calendar 
year;  nor  shall  any  employee  be  entitled  to  payment  for  unused  personal 
leave  upon  separation  from  the  service  except  as  provided  in  Section 
8c(2)  of  the  Personnel  Code. 
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3-135 


ON-THE-JOB  INJURY --INDUSTRIAL  DISEASE:  An  employee  who 
suffers  an  on-the-job  injury  or  who  contracts  a service-connected 
disease  shall  be  allowed  full  pay  during  the  first  3 working  days  of 
absence  without  utilization  of  any  accumulated  sick  leave  or  other 
benefits.  Thereafter  the  employee  shall  be  permitted  to  utilize 
accumulated  sick  leave.  In  the  event  such  service-connected  injury 
or  illness  becomes  the  subject  of  an  award  by  the  Industrial  Commission, 
the  employee  shall  restore  to  the  State  the  dollar  equivalent  which 
duplicates  payment  received  as  sick  leave  days,  and  the  employee's 
sick  leave  account  shall  be  credited  with  sick  leave  day  equivalents. 
(Amended  June  6,  1976) 

3-140  LEAVES  OF  ABSENCE  WITHOUT  PAY:  Unless  otherwise  provided  in 

these  Rules  and  with  the  prior  approval  of  the  Director,  an  agency  may 
grant  leaves  of  absence  without  pay  to  employees  for  periods  not  to 
exceed  6 months,  and  such  leaves  may  be  extended  for  good  cause  by 
the  operating  agency  for  additional  6-month  periods  with  the  Director's 
approval. 

Any  employee,  except  an  employee  in  a position  or  program  financed 
in  whole  or  in  part  by  loans  or  grants  made  by  the  United  States  or  any 
Federal  agency,  who  is  elected  to  State  office,  shall,  upon  request,  be 
granted  a leave  of  absence  for  the  duration  of  the  elected  terms. 

No  emergency  or  temporary  employee  shall  be  granted  leave  of  absence. 

3-142  LEAVE  TO  ATTEND  UNION  CONVENTIONS:  An  employee  who  is  a 
member  of  a union  representing  State  employees,  and  who  has  been 
selected  as  delegate,  or  alternate  delegate  to  attend  union  conventions, 
shall  be  allowed  a leave  of  absence  without  pay,  subject  to  the  approval 
of  the  head  of  the  agency  in  which  employed,  to  attend  said  convention. 

3-145  DISABILITY  LEAVE: 

A.  An  employee  who  is  unable  to  perform  a substantial 
portion  of  his/her  regularly  assigned  duties  due  to 
temporary  physical  or  mental  disability  shall  upon 
request  be  granted  a leave  for  the  duration  of  such 
disability. 

B.  In  granting  such  leave  or  use  of  sick  leave  as  provided 
in  3-90,  the  agency  shall  apply  the  following  standards: 

(1)  A substantial  portion  of  regularly  assigned 

duties  shall  be  those  duties  or  responsibilities 
normally  performed  by  the  employee  which 
constitute  a significant  portion  of  the  employee's 
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time  or  which  constitute  the  differentiating 
factors  which  identify  that  particular  position 
from  other  positions,  provided  the  balance  of 
duties  can  be  reassigned  by  the  agency; 

(2)  A request  for  disability  leave  shall  be  in 
writing  except  when  the  Agency  is  advised 

by  other  appropriate  means  of  the  employee's 
disability  in  which  event  the  employee's 
signature  is  not  required; 

(3)  Except  for  service-connected  disability  as 
provided  in  Rule  3-135,  the  employee  shall 
have  exhausted  available  sick  leave  provided 
under  Rule  3-90  prior  to  being  granted  a 
disability  leave;  an  employee  may  use  other 
accrued  paid  time  for  this  purpose  but  is  not 
required  to  do  so; 

(4)  During  a disability  leave,  the  disabled  employee 
shall  provide  written  verification  by  a person 
licensed  under  the  "Illinois  Medical  Practices 
Act"  or  under  similar  laws  of  Illinois  or  of 
other  states  or  countries  or  by  an  individual 
authorized  by  a recognized  religious 
denomination  to  treat  by  prayer  or  spiritual 
means;  such  verification  shall  show  the  diagnosis, 
prognosis  and  expected  duration  of  the  disability; 
such  verification  shall  be  made  no  less  often 
than  every  30  days  during  a period  of  disability, 
unless  the  nature  of  the  disability  precludes  the 
need  for  such  frequency  of  verification; 

(5)  As  soon  as  an  employee  becomes  aware  of  an 
impending  period  of  disability,  he/she  shall 
notify  the  appropriate  supervisor  of  such  disability 
and  provide  a written  statement  by  the  attending 
physician  of  the  approximate  date  the  employee 
will  be  unable  to  perform  his/her  regularly 
assigned  duties; 

(6)  If  the  Agency  has  reason  to  believe  that  the  employee 
is  able  or  unable  to  perform  a substantial  portion 

of  his/her  regularly  assigned  duties,  it  may  seek 
and  rely  upon  the  decision  of  an  impartial  physician 
chosen  by  agreement  of  the  parties  or  in  the  absence 
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of  such  agreement  upon  the  decision  of  an 
impartial  physician  who  is  not  a State 
employee  and  who  is  selected  by  the  Director. 


C.  Failure  of  an  employee  to  provide  verification  of 
continued  disability  upon  reasonable  request  shall  on 
due  notice  cause  termination  of  such  leave. 

D.  An  employee's  disability  leave  shall  terminate  when 
said  employee  is  no  longer  temporarily  disabled  from 
performing  his/her  regularly  assigned  duties. 

(1)  An  employee  is  no  longer  temporarily  disabled 
when  he/she  is  able  to  perform  his/her  regularly 
assigned  duties  upon  advice  of  the  appropriate 
authority  or,  in  the  absence  of  such  authority, 
the  attending  physician. 

(2)  An  employee  is  no  longer  temporarily  disabled 
when  he/she  is  found  to  be  permanently  disabled 
and  unable  to  perform  a substantial  or  significant 
portion  of  his/her  regularly  assigned  duties  by 

the  appropriate  authority,  or  in  the  absence  of  such 
authority,  by  the  attending  physician. 

(3)  In  determining  whether  to  approve  a requested 
discharge  of  an  employee  for  failure  to  return 
from  a disability  leave  or  for  physical  inability 
to  perform  the  duties  of  a position,  the  Director 
may  seek  and  rely  upon  the  advice  of  the  State 
Employees  Retirement  System  or  other  appropriate 
authority,  including  an  impartial  physician  selected 
in  accordance  with  3-145B.  (6)  above. 

E.  (1)  An  employee  who  returns  from  a disability  leave  of 

six  months  or  less  shall  be  returned  by  the  Agency 
to  the  same  or  similar  position  in  the  same  class  in 
which  the  employee  was  incumbent  at  the  time  the 
leave  commenced. 


(2)  An  employee  who  returns  from  a disability  leave 

exceeding  six  months  and  there  is  no  vacant  position 
available  in  the  same  class  held  by  the  employee  at 
the  commencement  of  such  leave  may  be  laid  off  in 
accordance  with  the  Rules  on  Voluntary  Reduction 
and  Layoff,  unless  such  leave  resulted  from  service- 
connected  disability,  in  which  case  the  employee 
shall  be  returned  to  employment  as  in  E(l)  above. 
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F.  An  employee  who  is  on  disability  leave  while  in 
temporary  or  emergency  status,  except  if  such 
status  results  from  a leave  of  absence  to  accept 
such  position,  shall  be  eligible  for  such  leave  for 
the  balance  of  such  appointment  and  shall  earn  or 
accrue  no  other  benefit  arising  from  these  Rules. 

(Added  June  1,  1980) 

3-150  EMPLOYEE  RIGHTS  AFTER  LEAVE:  When  an  employee  returns  from 

a leave  of  absence  of  6 months  or  less,  the  agency  shall  return  the 
employee  to  the  same  or  similar  position  in  the  same  class  in  which 
the  employee  was  incumbent  prior  to  commencement  of  such  leave. 
Except  for  those  leaves  granted  under  Rule  3-155  and  3-160,  when 
an  employee  returns  from  a leave  or  leaves  exceeding  6 months  and 
there  is  no  vacant  position  available  to  him/her  in  the  same  class  in 
which  the  employee  was  incumbent  to  such  leave  or  leaves  commencing, 
the  employee  may  be  laid  off  in  accordance  with  the  Rules  on  voluntary 
reduction  and  layoffs.  (Amended  June  6,  1976) 

3-153  FAILURE  TO  RETURN:  Failure  to  return  from  leave  within  5 days 
after  the  expiration  date  may  be  cause  for  discharge. 

3-155  LEAVE  TO  TAKE  EXEMPT  POSITION:  With  prior  approval  by  the 

Director,  an  agency  may  approve  leaves  of  absence  for  certified 
employees  who  accept  appointment  in  a position  which  is  exempt  from 
Jurisdiction  B of  the  Personnel  Code.  Such  leaves  of  absence  may  be 
for  a period  of  one  year  or  less  and  may  be  extended  for  additional 
one  year  periods.  At  the  expiration  thereof,  an  employee  shall  be 
restored  to  the  same  or  similar  position  upon  making  application  to 
the  employing  agency  with  continuous  service  including  the  period  of 
such  leave,  except  that  employees  who  are  on  leave  of  absence  status 
from  positions  subject  to  Term  Appointment  on  January  1,  1980  shall 
be  subject  to  the  provisions  of  Term  Appointment  and  whose  rights 
shall  be  terminated  under  the  provisions  of  this  rule  if  not  reappointed 
pursuant  to  Rule  2-841.  In  approving  such  leaves  the  Director  shall 
verify  the  agency  approval  and  employee's  agreement.  (Amended 
March  31,  1980) 

3-160  MILITARY  AND  PEACE  CORPS  LEAVE:  Leave  of  absence  shall  be 

allowed  employees  who  enter  military  service  or  the  Peace  or  Job 
Corps  as  provided  in  Rules  2-220  and  2-250  and  as  may  be  required 
by  law. 

3-170  MILITARY  RESERVE  TRAINING  AND  EMERGENCY  CALL-UP  PAY 

POLIC  Y : Any  full-time  or  regular  part-time  employee  who  is  a member 
of  a reserve  component  of  the  Armed  Services,  the  Illinois  National 
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Guard  or  the  Illinois  Naval  Militia,  shall  be  allowed  annual  leave  with 
pay  for  one  full  pay  period  and  such  additions  or  extensions  thereof 
without  pay  as  may  be  necessary  for  the  employee  to  fulfill  the  military 
reserve  obligation.  Such  leaves  will  be  granted  without  loss  of  seniority 
or  other  accrued  benefits. 

In  the  case  of  an  emergency  call-up  (or  order  to  State  active  duty)  by 
the  Governor,  the  leave  shall  be  granted  for  the  duration  of  said 
emergency  with  pay  and  without  loss  of  seniority  or  other  accrued 
benefit.  Military  earnings  for  the  emergency  call-up  paid  under  the 
Illinois  Military  Code  must  be  submitted  and  assigned  to  the  employing 
agency,  and  the  employing  agency  shall  return  it  to  the  payroll  fund 
from  which  the  employee's  payroll  check  was  drawn.  If  military  pay 
exceeds  the  employee's  earnings  for  the  period,  the  employing  agency 
shall  return  the  difference  to  the  employee. 

To  be  eligible  for  military  reserve  leave  or  emergency  call-up  pay,  the 
employee  must  provide  the  employing  agency  with  a certificate  from 
the  commanding  officer  of  his/her  unit  that  the  leave  taken  was  for 
either  such  purpose.  (Amended  June  6,  1976) 

3-171  LEAVE  FOR  MILITARY  PHYSICAL  EXAMINATIONS:  Any  permanent 
employee  drafted  into  military  service  shall  be  allowed  up  to  3 days 
leave  with  pay  to  take  a physical  examination  required  by  such  draft. 

Upon  request,  the  employee  must  provide  the  employing  agency  with 
certification  by  a responsible  authority  that  the  period  of  leave  was 
actually  used  for  such  purpose. 

3-180  ATTENDANCE  IN  COURT:  Any  permanent  employee  called  for  jury 

duty  or  subpoenaed  by  any  legislative,  judicial  or  administrative  tribunal, 
shall  be  allowed  time  away  from  work  with  pay  for  such  purposes.  Upon 
receiving  the  sum  paid  for  jury  service  or  witness  fee,  the  employee 
shall  submit  the  warrant,  or  its  equivalent,  to  the  agency  to  be  returned 
to  the  fund  in  the  State  Treasury  from  which  the  original  payroll  warrant 
was  drawn.  Provided,  however,  an  employee  may  elect  to  fulfill  such 
call  or  subpoena  on  accrued  time  off  and  personal  leave  and  retain  the 
full  amount  received  for  such  service. 

Emergency  or  temporary  employees  shall  be  allowed  time  off  without 
pay  for  such  purpose  and  shall  be  allowed  to  retain  the  reimbursement 
received  therefor. 

3-190  AUTHORIZED  HOLIDAYS:  All  employees  shall  have  time  off,  with  full 
salary  payment,  on  the  day  designated  as  a holiday  for  the  following: 

New  Year's  Day 

Martin  Luther  King  Day 

Lincoln's  Birthday 
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Washington's  Birthday 
Memorial  Day 
Independence  Day 
Labor  Day 
C olumbus  Day 
Veterans  Day 
Thanksgiving  Day 
Christmas  Day 
General  Election  Day 

(on  which  members  of  the  House  of  Representatives  are  elected) 

and  any  additional  days  proclaimed  as  holidays  or  non-working  days  by 
the  Governor  of  the  State  of  Illinois  or  by  the  President  of  the  United 
States.  (Amended  June  6,  1976) 

3-200  HOLIDAY  OBSERVANCE:  Where  employees  are  scheduled  and  required 

to  work  on  a holiday,  equivalent  time  off  will  be  granted  within  the 
following  12-month  period  at  a time  convenient  to  the  employee  and 
consistent  with  the  agency's  operating  needs. 

3-220  HOLIDAY  DURING  VACATION:  When  a holiday  falls  on  an  employee's 

regularly  scheduled  workday  during  the  employee's  vacation  period,  an 
extra  day  shall  be  added  to  the  employee's  vacation. 

3-225  ELIGIBILITY  FOR  HOLIDAY  PAY:  To  be  eligible  for  holiday  pay,  the 

employee  shall  work  the  employee's  last  scheduled  workday  before  the 
holiday  and  first  scheduled  workday  after  the  holiday,  unless  absence 
on  either  or  both  of  these  workdays  is  for  good  cause  and  approved  by 
the  operating  agency. 

VACATION 

3-250  ELIGIBILITY : Employees,  except  emergency,  temporary  and  those 

paid  pursuant  to  Part  II,  Section  3 of  the  Pay  Plan,  shall  earn  vacation 
time.  No  employee  on  leave  of  absence  may  earn  vacation  except  when 
the  leave  was  for  the  purpose  of  accepting  a temporary  working  assign- 
ment in  another  class. 

Eligible  employees  shall  earn  vacation  time  in  accordance  with  the 
following  schedule: 

(a)  From  the  date  of  hire  until  the  completion  of  5 years 

of  continuous  service:  10  workdays  per  year  of 

employment. 

(b)  From  the  completion  of  5 years  of  continuous  service 
until  the  completion  of  9 years  of  continuous  service: 

15  workdays  per  year  of  employment. 
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(c)  From  the  completion  of  9 years  of  continuous  service 
until  the  completion  of  14  years  of  continuous  service: 

17  workdays  per  year  of  employment. 

(d)  From  the  completion  of  14  years  of  continuous  service 
until  the  completion  of  19  years  of  continuous  service: 

20  workdays  per  year  of  employment. 

(e)  From  the  completion  of  19  years  of  continuous  service 
until  the  completion  of  25  years  of  continuous  service: 

22  workdays  per  year  of  employment. 

(f)  From  the  completion  of  25  years  of  continuous  service: 

25  workdays  per  year  of  employment. 

Vacation  time  may  be  taken  in  increments  of  not  less  than  1/2  day  at  a 
time,  at  any  time  after  it  is  earned.  Vacation  time  shall  not  be 
accumulated  for  more  than  24  months  after  the  end  of  the  calendar  year 
in  which  it  is  earned. 

Vacation  time  earned  shall  be  computed  in  workdays.  After  an 
employee's  earned  vacation  time  has  been  so  computed,  if  there 
remains  a fractional  balance  of  1/2  of  a workday  or  less,  the  employee 
shall  be  deemed  to  have  earned  vacation  time  of  1/2  of  a workday  in 
lieu  of  the  fractional  balance;  if  there  remains  a fractional  balance  of 
more  than  1/2  of  a workday,  the  employee  shall  be  deemed  to  have 
earned  a full  workday  of  vacation  time  in  lieu  of  a fractional  balance. 

Computation  of  vacation  time  of  State  employees  who  have  interrupted 
continuous  State  service  shall  be  determined  as  though  all  previous 
State  service  which  qualified  for  earning  of  vacation  benefits  is  continuous 
with  present  service.  The  Rule  provided  in  this  paragraph  applies  to 
vacation  time  earned  on  or  after  October  1,  1972.  (Amended  July  1,  1979) 

NOTE  - RULE  3-250 


Change  is  effective  July  1,  1979,  and  refers  to  vacation  earned  on  and 
after  that  date  only. 

3-260  PRORATED  VACATION  FOR  PART-TIME  EMPLOYEES:  Part-time 

employees  shall  earn  vacation  in  accordance  with  the  schedule  set  forth 
in  Rule  3-250  on  a prorated  basis  determined  by  a fraction  the  numerator 
of  which  shall  be  the  hours  worked  by  the  employee  and  the  denominator 
of  which  shall  be  normal  working  hours  in  the  year  required  by  the  position. 

3-270  VACATION  SCHEDULE  AND  LOSS  OF  EARNED  VACATION:  In 

establishing  vacation  schedules,  the  agency  shall  consider  both  the 
employee's  preference  and  the  operating  needs  of  the  agency.  In  any 
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event,  upon  request,  vacation  time  must  be  scheduled  so  that  it  may 
be  taken  not  later  than  24  months  after  the  expiration  of  the  calendar 
year  in  which  such  vacation  time  was  earned.  If  an  employee  does 
not  request  and  take  accrued  vacation  within  such  24-month  period, 
vacation  earned  during  such  calendar  year  shall  be  lost. 

3-290  SALARY  IN  LIEU  OF  VACATION:  No  salary  payment  shall  be  made 
in  lieu  of  vacation  earned  but  not  taken  except  on  termination  of 
employment  for  eligible  employees  with  at  least  6 months  of  continuous 
service  in  which  case  the  effective  date  of  termination  shall  not  be 
extended  by  the  number  of  days  represented  by  said  salary  payment. 

3-295  VACATION  BENEFITS  ON  DEATH  OF  EMPLOYEE:  Upon  the  death  of 

a State  employee,  the  person  or  persons  specified  in  Section  14a  of 
"An  Act  in  relation  to  State  finance",  approved  June  10,  1919,  as 
amended,  shall  be  entitled  to  receive  from  the  appropriation  for  personal 
services  theretofore  available  for  payment  of  the  employee's  compensa- 
tion such  sum  for  any  accrued  vacation  period  to  which  the  employee 
was  entitled  at  the  time  of  death. 

Such  shall  be  computed  by  multiplying  the  employee's  daily  rate  by  the 
number  of  days  of  accrued  vacation  due. 

WORK  HOURS  AND  SCHEDULES 

3-300  WORK  SCHEDULES:  Each  operating  agency  shall  establish  its  regular 
work  schedule  and  submit  it  to  the  Department  for  approval.  No  work 
schedules  of  less  than  37  1/2  hours  per  week  shall  be  approved  as  a 
regular  workweek.  Any  schedule  varying  from  the  regular  work  schedule 
shall  be  submitted  to  the  Department  for  approval.  Upon  approval,  such 
schedule  shall  become  the  work  schedule  for  the  employees  affected  by 
it  for  the  time  period  so  approved. 

3-310  EMERGENCY  SHUT-DOWN:  An  agency  may  request  an  emergency  shut- 
down of  a facility  when  there  occurs  a disruption  of  work  at  the  work  site 
caused  by  a condition  beyond  the  control  of  the  agency,  such  as  equipment 
failure,  fire,  flood,  snow,  tornado  or  other  natural  disaster,  or  inter- 
ruption of  essential  services  such  as  water  or  electricity. 

An  emergency  shut-down  may  not  exceed  five  consecutive  work  days, 
and  requires  prior  approval  of  the  Director  of  the  Department  of 
Personnel.  It  is  the  responsibility  of  the  requesting  agency  to  notify 
affected  employees  of  this  action.  Time  in  non-work  status  as  a result 
of  the  emergency  shut-down  is  without  pay;  however,  employees  may  be 
allowed  to  use  accumulated  leave  time,  except  sick  leave.  Those 
employees  on  approved  sick  leave  or  vacation  at  time  of  shut-down  shall 
be  reported  in  accordance  with  the  prior  approved  absence.  As  approved 
by  the  Director  of  Personnel,  designated  employees  may  remain  in  work 
status  during  the  shut-down  where  the  critical  nature  of  their  work  assign- 
ment requires  such  continuation.  (Amended  June  1,  1979) 
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3-320 


OVER  TIME : For  those  positions  approved  by  the  Director  and 

designated  on  lists  maintained  by  the  Director,  authorized  work  in 
excess  of  an  approved  work  schedule  shall  be  overtime.  Such  work 
may  be  compensated  for  in  cash  or  compensatory  time  as  determined 
by  the  agency  provided  such  designation  is  in  accordance  with  the 
Fair  Labor  Standards  Act,  as  amended.  Overtime  work  shall  be 
distributed  as  equitably  as  possible  among  qualified  employees 
competent  to  perform  the  services  required,  when  overtime  is  required, 
and  employees  shall  be  given  as  much  advance  notice  as  possible. 

Except  where  required  by  law,  time  spent  in  travel  shall  not  be 
considered  overtime. 

Compensatory  time,  if  any  is  earned  hereunder,  shall  be  scheduled 
at  the  convenience  of  the  agency  after  consideration  of  the  employee's 
preference,  but  within  the  fiscal  year  during  which  such  time  was 
earned.  If  such  compensatory  time  is  not  liquidated  within  the  fiscal 
year  during  which  earned,  it  shall  be  liquidated  in  cash  at  the  end  of 
the  fiscal  year. 

3-330  OVERTIME  PAYABLE  UPON  DEATH:  Upon  the  death  of  a State 

employee,  the  person  or  persons  specified  in  Section  14a  of  "An  Act  in 
relation  to  State  finance",  approved  June  10,  1919,  as  now  or  hereafter 
amended,  shall  be  entitled  to  receive  from  the  appropriation  for  personal 
services  theretofore  available  for  payment  of  the  employee's  compensa- 
tion such  sum  for  accrued  overtime  as  would  have  been  paid  or  allowed 
to  such  employee  had  the  employee  survived. 

3-340  ATTENDANCE  RECORDS:  Each  operating  agency  shall  maintain 

accurate,  daily  attendance  records. 

3-350  NOTIFICATION  OF  ABSENCE:  An  employee  shall,  whenever  possible, 
provide  advance  notice  of  absence  from  work.  Absence  of  an  employee 
for  5 consecutive  workdays  without  reporting  to  the  operating  agency 
may  be  cause  for  discharge. 

3-355  REVIEW  OF  ATTENDANCE  RECORDS:  An  employee  shall  have  the 
right  to  review  his  attendance  record  on  file  in  his  operating  agency. 

3-360  UNDATED  FORMS:  No  supervisor  or  other  person  in  a position  of 

authority  shall  demand  or  request  that  an  employee  sign  an  undated 
resignation  or  any  blank  form.  No  employee  shall  be  required  to  sign 
such  a form.  Any  such  demand  shall  entitle  the  employee  to  immediate 
appeal  to  the  Director. 

3-370  INCOMPLETE  FORMS:  Any  information  placed  on  a form  or  any 
modification  or  alteration  of  existing  information  made  on  a form 
subsequent  to  having  been  signed  by  an  employee  shall  be  null  and  void 
insofar  as  it  may  affect  the  employee,  the  employee's  position  or 
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condition  of  employment.  Any  employee  required  to  sign  any  form 
prepared  pursuant  to  these  Rules  shall  be  given  a copy  of  it  at  the 
time  the  employee's  signature  is  affixed. 

RULE  IV-  - GENERAL  PROVISIONS 

4-10  PUBLIC  RECORDS:  Except  as  otherwise  provided  in  this  Rule,  all 
records  of  the  Department,  including  eligible  lists,  shall  be  public 
records  and  shall  be  available  for  inspection  on  request  to  the  Director. 

4-20  TIME  AND  MANNER  OF  INSPECTION:  The  records  of  the  Department 
shall  be  available  for  inspection  during  regularly  scheduled  hours  of 
work.  Such  records  may  be  inspected  only  in  the  presence  of  an 
authorized  employee  of  the  Department. 

In  the  event  that  working  conditions  or  the  number  of  persons  inspecting 
such  records,  or  the  volume  of  records  to  be  inspected,  interfere  with 
the  operations  of  the  Department,  the  Director  may  schedule  appoint- 
ments for  the  inspection  of  such  records. 

4-30  EMPLOYEE  ROSTER  FILES:  The  Director  shall  establish  and  maintain 

personnel  files  for  employees  subject  to  the  Code  showing  the  name, 
sex,  county  of  residence,  date  of  birth,  date  of  original  appointment  to 
the  State  service,  date  of  promotions,  demotions,  transfers,  and  other 
transactions,  present  position  title,  status,  salary,  and  the  operating 
agency  wherein  the  employee  is  assigned. 

4-40  CONFIDENTIAL  RECORDS:  The  following  records  of  the  Department 

of  Personnel  shall  be  confidential  and  not  available  for  public  inspection. 

(a)  Personal  history  of  employee.  The  employee  or 
authorized  agent  may  inspect  the  employee's 
personal  history  and  personnel  file. 

(b)  Reports  of  medical,  psychological,  and  psychiatric 
examinations.  An  employee  may  inspect  such  reports 
pertaining  to  him  or  her. 

(c)  All  parts  of  examinations.  An  employee  or  applicant 
may  inspect  his/her  answer  sheet. 

(d)  The  identity,  complete  questionnaire,  and  other 
documents  related  to  salary  surveys.  Results  of 
salary  surveys  shall  be  available. 

(e)  No  records  of  personnel  transactions  including  requisi- 
tions and  referrals  will  be  made  available  until  such 
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transactions  have  been  completed  and  no  personal 
history  contained  on  such  transactions  shall  be 
available  for  public  inspection. 

(Amended  December  15,  1977) 

4-45  EXAMINATION  MATERIAL:  All  test  and/or  examination  materials 

are  confidential  and  are  the  property  of  the  Department  of  Personnel. 

No  examination  candidate  shall  copy,  record,  or  transcribe  any 
examination  or  answer,  nor  remove  from  the  examination  room  any 
test  booklet,  answer  sheet,  or  other  papers  or  materials  related  to 
the  content  of  such  examination  under  penalties  as  set  forth  in  the 
Personnel  Code.  No  person  shall  remove  any  examination  materials 
from  the  State  premises  nor  shall  any  Department  of  Personnel 
employee  communicate  the  content  of  any  examination  or  answers  to 
questions  therein,  orally  or  in  writing,  to  any  other  person  except  in 
the  usual  course  of  the  employee's  duties  or  by  direction  of  lawful 
authority,  under  penalties  of  the  Personnel  Code. 

4-50  PORTABILITY  OF  CERTAIN  BENEFITS:  Vacation  and  sick  leave 

earned  but  not  taken  by  State  employees  in  the  course  of  State  employ- 
ment not  subject  to  the  Personnel  Code  shall  be  deemed  to  have  been 
earned  by  them  at  the  time  he/she  becomes  subject  to  such  Jurisdiction 
to  the  extent  such  benefits  are  provided  and  would  have  been  earned 
hereunder.  (Amended  March  1,  1980) 

4-60  PRO  VISIONS --GRANT -IN -AID  AGENCIES:  To  the  extent  required  for 

grant  eligibility  by  federal  laws,  any  State  department  or  agency  admin- 
istering a program  financed  in  whole  or  in  part  by  Federal  funds  shall 
have  personnel  rules  or  regulations  applicable  to  such  grant-in-aid 
programs  including: 

(a)  the  authority  to  make  appointments  to  vacancies, 
promotions,  reassignments  and  transfers,  including 
geographical  transfers,  demotions,  suspensions, 
discharges,  and  to  take  any  other  disciplinary  actions; 
except  that  all  employees  shall  retain  such  rights  of 
appeal  and  hearing  to  the  Civil  Service  Commission  as 
provided  in  the  Personnel  Code  and  the  Personnel  Rules. 

(b)  prohibition  of  exemption  of  positions  pursuant  to  the 
provisions  of  Section  4d(3),  of  the  Personnel  Code, 
except  those  specifically  permitted  under  the  "Federal 
Standards  for  a Merit  System  of  Personnel  Administra- 
tion" of  the  United  States  Department  of  Labor. 
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(c)  the  authority  to  make  provisional  and  temporary 
appointments  in  the  absence  of  a register  of 
eligibles,  and  then  only  pending  competitive  examina- 
tion. Each  such  appointee  must  meet  the  minimum 
qualifications  established  for  the  class  of  positions, 
and  no  individual  may  receive  successive  provisional, 
temporary,  or  emergency  appointments. 

4-70  EFFECTIVE  DATE  OF  RULES:  These  Rules  and  amendments  thereto 

shall  become  effective  10  days  after  copies  thereof  have  been  filed  with 
the  Secretary  of  State,  except  that,  in  case  of  emergency,  Rules  or 
amendments  thereto  may  become  effective  immediately  upon  such 
filing  if  accompanied  by  a certificate  executed  by  the  Director  pursuant 
to  applicable  provisions  of  "An  Act  concerning  administrative  rules", 
approved  June  14,  1951  (Chapter  127,  Sections  263-268.  1,  1961 
Smith-Hurd  Illinois  Revised  Statutes). 

4-80  SAVINGS  CLAUSE;  If  any  section,  or  part  of  any  section,  of  these 

Rules  shall  be  held  invalid,  the  remaining  provisions  of  the  Rules  shall 
have,  and  be  given  full  force  and  effect  as  completely  as  if  the  invalidated 
part  had  not  been  included  therein. 

4-110  INTERPRETATION  AND  APPLICATION  OF  RULES:  The  Director  of 
Personnel  shall  determine  the  proper  interpretation  and  application  of 
each  Rule  of  the  Department  of  Personnel.  The  decision  of  the  Director 
as  to  the  proper  interpretation  or  application  of  any  such  Rule  shall  be 
final  and  binding  upon  all  agencies  and  employees  affected  thereby  unless 
or  until  modified  or  reversed  by  the  Civil  Service  Commission  or  the 
courts.  All  agencies  and  employees  shall  comply  with  the  Director's 
decision  in  the  absence  of  a written  opinion  of  the  Attorney  General  or 
a written  directive  of  the  Civil  Service  Commission  declaring  the 
Director's  decision  to  be  unlawful. 
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EXTENSIONS  OF  JURISDICTION 


The  following  Rules  extend  Jurisdiction  of  the  Code  to  the  identified  positions 
on  the  dates  indicated: 

RJUL£_V- - (Extends  Jurisdiction  A,  B and  C) 

(1)  Professional  Service  of  the  State  Library  July  1,  1964,  the 
Business  Machines  Professional  Service  of  the  Driver's  License 
Division  in  the  Office  of  the  Secretary  of  State,  August  16,  1964. 

(2)  Banking  Division  of  the  Office  of  the  State  Treasurer,  August  2, 

1966. 

(3)  Data  Processing  Division  in  the  Internal  Auditing  Division  and  in 
the  Municipal  County  Public  Moneys  Code  Auditing  Division  in 
the  Office  of  the  Auditor  of  Public  Accounts,  March  7,  1968. 

RULE  VI--July  1,  1970  (Extends  Jurisdiction  A,  B and  C) 

Switchboard  Operator  Section  of  the  Office  of  the  Secretary  of  State 
transferred  to  the  Telecommunications  Division  of  the  Department 
of  General  Services  pursuant  to  L R B 5530. 

RULE  VU--July  1,  1970  (Extends  Jurisdiction  A,  B and  C) 

Federal  Surplus  Property  Unit  of  the  Department  of  General  Services. 

RULE  VIII--August  1,  1970  (Extends  Jurisdiction  A,  B and  C) 

Office  Supply  Section  of  the  Division  of  Purchases  and  Supplies, 
Department  of  General  Services  as  the  result  of  the  passage  of 
Senate  Bills  277  and  278  of  the  76th  General  Assembly  (Public  Acts 
76-1397  and  76-1398). 

RTJLE__IX- -August  1,  1971  (Extends  Jurisdiction  A,  B and  C) 

Illinois  Law  Enforcement  Commission. 

RULE  X--November  16,  1971  (Extends  Jurisdiction  A,  B and  C) 

Division  of  Investigation  of  Secretary  of  State. 

RULE  XI--Apnl  1,  1972  (Extends  Jurisdiction  A,  B and  C) 

The  following  divisions,  bureaus,  and  offices  of  the  Secretary  of 
State,  except  as  otherwise  herein  provided: 
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Motor  Vehicle  Services  for  which  Code  coverage  does  not  currently 
exist,  and  the  offices  or  divisions  of  Court  of  Claims,  Personnel, 

Fiscal  Control,  Research,  Corporation,  Securities,  Index,  Uniform 
Commercial  Code,  Archives  and  Records,  State  Library,  and 
Accounting  Revenue  and  the  Office  of  Building  Management. 

RULE  XII--May  1,  1972  (Extends  Jurisdiction  A,  B and  C) 

Technical  and  engineering  positions  hitherto  exempt  by  virtue  of  the 
provisions  of  Section  4c(12)  of  the  Personnel  Code  and  among  those 
specified  in  Public  Act  77-246  in  the  Division  of  Real  Estate  and  the 
Engineering  Section  of  the  Telecommunications  Division  of  the 
Department  of  General  Services. 

RULE  XIII--October  1,  1972  (Extends  Jurisdiction  A and  C) 

Technical  and  engineering  positions  hitherto  exempt  by  virtue  of  the 
provisions  of  Section  4c(12)  of  the  Personnel  Code,  in  the  Construction 
Management  Division  of  the  Department  of  General  Services. 

RULE  XIV--October  1,  1972  (Extends  Jurisdiction  A and  C) 

Public  Utility  Accountants  and  Public  Utility  Engineers  in  the  Public 
Utility  Division  of  the  Illinois  Commerce  Commission. 

RULE  XV--November  1,  1972  (Extends  Jurisdiction  A,  B and  C) 

Motor  Carrier  Enforcement  Officers  including  the  Assistant  Supervisor 
and  Supervisor,  in  the  Motor  Carrier  Enforcement  Section  of  the  Motor 
Carrier  of  Property  Division  of  the  Illinois  Commerce  Commission. 

RULE  XVI--January  1,  1973  (Extends  Jurisdiction  B,  except  8b.  1,  8b.  3 and 
8b.  5) 

All  Chaplain  positions  in  the  Department  of  Corrections,  the  Depart- 
ment of  Mental  Health,  and  the  Department  of  Children  and  Family 
Services . 

RULE  XVII--June  1,  1977  (Extends  Jurisdiction  A,  B and  C) 

Effective  June  1,  1977,  Jurisdiction  A,  B and  C of  the  Personnel  Code 
will  be  extended  to  all  non-Code  employees  of  the  Divisions  of  Cash 
Management,  Time  Deposit  and  Collateral,  Accounting,  Warrant,  and 
Electronic  Data  Processing  of  the  State  Treasurer's  Office.  Employees 
of  these  divisions  serving  prior  to  June  1,  1977,  will  be  required  to 
qualify  within  6 months  in  the  same  kind  of  examination  as  those  required 
for  entrance  examinations  for  comparable  positions.  All  appointments 
subsequent  to  June  1,  1977,  will  be  made  pursuant  to  provisions  of  the 
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Illinois  Personnel  Code  and  the  Rules  of  the  Department  of  Personnel. 

No  provisions  of  this  Rule  in  any  way  affect  the  status  of  employees 
already  holding  certified  status  under  the  Illinois  Personnel  Code. 

All  other  provisions  of  the  Illinois  Personnel  Code  and  Rules  of  the 
Department  of  Personnel  will  apply  to  employees  of  the  above  named 
divisions  effective  June  1,  1977.  (Added  June  1,  1977.) 

RULE  XVIII-- January  1,  1978  (Terminates  Jurisdiction  A,  B and  C) 

As  provided  for  in  Section  4b(4)  of  the  Personnel  Code,  effective 
January  1,  1978,  Jurisdiction  A,  B and  C of  the  Personnel  Code  is 
terminated  for  those  positions  in  the  Office  of  the  State  Comptroller 
(formerly  Auditor  of  Public  Accounts)  which  were  extended  Jurisdiction 
as  reflected  in  Personnel  Rule  V (3).  No  provision  of  this  Rule  will 
affect  the  certified  status  of  employees  in  their  current  positions. 

(Added  January  1,  1978. ) 

RULE  XIX--January  1,  1979  (Extends  Jurisdiction  A,  B and  C) 

Effective  January  1,  1 979,  Jurisdiction  A,  B and  C of  the  Personnel 
Code  will  be  extended  to  all  employees  in  the  Governor's  Office  of 
Manpower  and  Human  Development.  Employees  employed  prior  to 
January  1,  1979,  will  be  required  to  qualify  within  six  months  in  the 
same  kind  of  examinations  as  those  required  for  entrance  examinations 
for  comparable  positions.  All  appointments  subsequent  to  January  1,  1979, 
will  be  made  pursuant  to  provision  of  the  Illinois  Personnel  Code  and 
Rules  of  the  Department  of  Personnel.  No  provision  of  this  Rule,  in 
any  way,  affects  the  status  of  employees  in  the  Agency  already  holding 
certified  status  under  the  Illinois  Personnel  Code  pursuant  to  Federal 
Merit  System  requirements.  All  other  provisions  of  the  Personnel 
Code  and  Rules  of  the  Department  of  Personnel  will  apply  to  the  employees 
being  brought  under  the  Code  effective  January  1,  1979. 
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